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Overview

manual is to provide you with a powerful training tool that can be used to gain

an understanding of the Child Care Management module of the Missouri First

Steps web application. This manual has been compiled from the How Do |
help topics included as part of the Missouri First Steps online help system. Each of these
topics includes a step-by-step exercise that walks you through a specified task. And,
because this manual is compiled from help topics included in the Missouri First Steps
web application, you can access the appropriate exercises online whenever you are using
the application.

Welcome to the Missouri First Steps Training Manual. The purpose of this

The exercises included in this manual will show users how to view, create and update
information within various parts of the Child Care Management module of the Missouri
First Steps web application. This manua is intended to help users gain a genera
understanding of the application, yet it is not a compilation of all the tasks that can be
performed within the application. To view alist of al tasksthat can be performed, access
the online help function and click the How Do | button.

As you can see, this manua is an excellent resource for learning the processes and
procedures that you'll be using every day. The manual is divided into a few distinct
areas. Take a minute to look at the Table of Contents and flip through the manual to
familiarize yourself with the information it holds so that the next time you need a piece of
information quickly, you'll know where to find it.
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Getting Started

Navigating Help

Within the help system, navigation buttons are displayed in the panel along the top of
the web page. Thefollowing list describes each of the navigation buttons:

Click the &> Contents button to access the help system's table of contents.

g E

Click the<# I ndex button to access the help system's index.

9]

Click the Search button to access the hel p system'’s search function.

7]

Click the & Glossary button to access the help system's glossary of terms.

Click the® How Do | button display alist of all How Do | topics within the help
system.

7]

The Contents, Index, Search, and Glossary functions are displayed in a pane on the
left-hand side of the help system web page. The How Do | List isthe only exception-
-it isdisplayed in this pane on the right-hand side of the web page.

To navigate to a previously displayed help topic click the web browser's Back button.
For more information on navigating web pages, refer to your web browser's help file.

To print the currently displayed help topic, click the web browser's Print button. For
more information on printing web pages, refer to your browser's help file.
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Find a Help Topic

Use this exercise to find a help topic quickly and easily within the help system. There are
four unigue ways of locating a help topic. Use the method that you find most useful.

Complete the following steps to find a help topic using the table of contents:

1.

Click the & Contents button to display the help system's table of contents
panel on the left-hand side of the web page.

2. Browse through the help topics, displayed by category.

3. Click a book @ to display the help topics it contains.

4. Click a page [ to display a selected help topic.

Complete the following steps to find a help topic using the index:

1.

Click the €% Index button to display the help system's index panel on the
left-hand side of the web page.

Browse through the keywords, listed alphabetically. OR Type a keyword
or phrase in the text box to highlight a specific help topic.

Click a keyword in the index to display the help topic.

Complete the following steps to find a help topic using the search:

1.

a kw0 DN

Click the €% Search button to display the help system's search panel on
the left-hand side of the web page.

Type a keyword or phrase in the text box.

Click the m button to begin the search.
Browse through the list of returned topics, sorted alphabetically.
Click a topic in the list to display a selected help topic.
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Complete the following stepsto find a How Do | help topic using the How Do | List:
1. Click the @ How Do | button to display the help system's How Do | List on
this side of the web page.
2. Browse through the list of topics, displayed alphabetically.
3. Click a topic in the list to display the selected help topic.

£Note: When you have found the help topic you were looking for using one of the
methods listed above, you can click on the & button to hide the left-hand panel. Thisis
displayed if using Microsoft Internet Explorer. Closing thisframeis not allowed in
Netscape.




Data Access Overview

Understanding User Roles

The five main roles utilized by the Child Care Management (CCM) Security System are
asfollows:

e Case Administrator — Assigned to specific Admin Locations

e |Intake Coordinator — Assigned to specific Admin Locations and assigned to
Child Records as of current date

e Service Coordinator — Assigned to specific Child Records as of current date

e |FSP Team Member — Assigned to specific Child Records as an active IFSP
Team Member as of current date

e Service Providers— Assigned to specific Child Records via active authorization
as of current date

€Note: Each user who is enrolled to access the CCM system is assigned arole. Therole
assigned to the user determines which child records and pages the user will have access
to within the web-based system. The role assigned to the user works in combination with
the E.I. Status of the child’s records, the child’s Enrollment status and Admin Location of
each child’s record.




Missouri First Steps Training Manual

Early Intervention Child Record Status

The Early Intervention (E.I.) Status represents where the child’s record isin the First
Step’s program process. The child record statuses defined are Referral, Initial Parental
Consent, Eligibility and IFSP.

e Referral indicates the child was referred to the program, the referral was accepted
by the location and anew child’s record was established. The record remainsin
referral status until the parents either approve or decline participation of their
child in the First Steps program.

e Initial Parental Consent indicates the family was contacted, Intake information
was gathered and the family has consented to proceed with First Steps eligibility
determination. The record remains in this status until the child’s program
eigibility is determined.

e Eligibility status indicates the child has been found eligible for the First Steps
program. The child remainsin the eligible status until theinitial Individualized
Family Service Plan (IFSP) Team Meeting isfinalized.

e |FSP status indicates that the initial IFSP meeting was held and finalized. Team
Meeting indicators display the current meeting status.

e Enrollment Ended status indicates the child’s enrollment period was ended and
the child is no longer an active participant in the program.

CCM User Security Overview

The security for the CCM system combines the child’s E.I. Status with the Role assigned
to the user. Some users may have multiple roles. Depending on the child’s E.l. Status as
of the current date; at different times one role may override another role.

An example of thiswill be those users who are Family Service Coordinators. The
security account for those users will have both the role of Intake Coordinator and Service
Coordinator assigned to them. The user will be assigned to the child’s record as both the
Intake and Service Coordinator. Therole of Intake will alow the user to access the
child’s record from the time they are assigned at referral (Referral Status) until the Initial
IFSP meeting isfinalized (IFSP Status). At IFSP Status the user will access the child’s
record as the assigned Service Coordinator until the child’s enrollment is ended or until
another Service Coordinator isassigned. Therole transition will be transparent to the
user.
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Page and Program Edits

Edit types found in the system are either page or program edits. Each web page contains
data entry fields, and the data elements that are to be saved by the CCM system. The
users of the system gather and enter data asit is acquired, in any order they choose.

If arequired field on a pageisleft blank and the user saves the record, an error message
isdisplayed informing the user of the error. Thisis known as a Page edit. Page edits are
for those fields that are required by the system to store anew or updated record to the
database.

Once the user has entered the child’s information and wants to move the child’s record to
the next E.I. Status, and then the user may select to run the Program Edits. Program Edits
are run by the system at the time specified by the user. Program Edits are run to check
the child’s record for data el ements required by program compliance. Errorsfound on
the child record are displayed on adata edit error page. The bottom of the page contains
alist of the error and alink for the user to access the page and correct the error. When
corrections are completed, the user may re-run the program edits and the child’s statusis
updated to the next level, once the edits are passed successfully.

Tab and Page Access

Each child’s record contains main tabs, which allow access to pages or sub tabs
associated with the main tab. Main tab and specific page accessis alowed to different
users at varied points in time on each child’s record. There are times when a page will be
view only vs. apage that can be updated or modified. The main tabs allow access to
functions within the system.

The main tabs for Child Care Management are displayed below.

Child 'WgCEl

Team Meetings

[IFSP'} Notes

The main tabs accessible to the user are based on the child’s E.I. Status and the role
assigned to the user.
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Early Intervention (E.l.) Status

The Early Intervention (E.I.) Status reflects what process the child’s record is currently
in. Theillustration below demonstrates a single child who is referred and remains in the
program until age three. Once the child reaches the IFSP status, the record remainsin
E.l. Status until the current enrollment period ends.

Inifial Parental Consent

Edits Passed Initial IFSF

Referral Accepted Meeting Finalized

Begin Enrcliment Period

Eligibility Edits
Passed

End Enrollment Period
Referral Submitted

IPC
Status

h'4
Child's Record

o
S

Children that enter and exit the program more than once will maintain the same record,
but the record will contain multiple enroliment periods. When an enrollment period ends,
a‘“new” referral isrequired to start the new enrollment period. The child’s E.l. Status
will begin with each enrollment period. The E.I. Status will progress as before, as the
record passes the program edits. Thisis demonstrated in the following illustration:

Initial Parental Consent Referral Submitted
Edits Passad Referral Accepted

Begin Enrollment Period

Eligibility Edits Passed
Referral Accepted Eligibility Edits Passed -
Begin Enrollment Period | Child Mot Eligible s et o nme Initial IF2P Enroliment Period Ended
End Enrollment Perigd |10 2rénal LORsant fpaeting Finalized
Edils Passed
Referral Submitted
NaEd™ peferraly IPC Y Eligibilit IFSP
e Status f Status J Status Status

S—

h'd
Child's Record
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Referral Status

Access to the main tabs contained in the child’s record and how they correlate to the E.I.
Status and the user's system-assigned role are explained in this section. The examples
contains the role of the user who may access the record and the main tabs that are
available to the user at a specific point in time based on the child’s E. I. Status.

When achild isinitialy referred and accepted into the system, the record is considered in
Referral Status. While the child’s record is in referra status the Case Administrator and
the Intake Coordinator have write access to the child’s record. The Intake Coordinator
must be assigned to the child’s record. The child’ record is assigned to the Admin
Location for the Case Administrator.

— - Child Tab

Referral Status

S Health Tab

e Domains

Case Administrator

—l MMoles

Intake Coordinator
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Initial Parental Consent (IPC) Status

When the Initial Parental Consent (1PC) edits have been passed, the child’s record moves
from Referral Status to IPC Status. While in IPC status, the Case Administrator for the
child’s records assigned to the admin location and the assigned Intake Coordinator have
write access to the child’srecord. The Eligibility main tab is now available.

—- Child Tab

IPC Status

— | Health Tab

- Domains

Casze Administrator

| Eligibilty

Eligibility
Authorizations

Auth
Maintenance

Intake Coordinator

— - Mites

10



Eligibility Status

Data Access Overview

If the child is determined €ligible, the Case Administrator and Intake coordinator
assigned to the child’s record have write access to the child’s record. Team Meetings and
IFSP main tabs are now available to the Case Administrator and Intake Coordinator

USers.

Intake Coordinator

Ellgibilty Ediis = Child Tab
Passed! Child
Ehahle | Health Tab

- Ciomains

Case Administrator
e Eligibilty

—

-~ Motes

,

Team Mealings

v

IFSP

Ellgibility

Authorizations

Y

Auth Maintenance

11
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IFSP Status

IFSP Status indicates that the Initial IFSP team meeting is finalized (completed). The
child remains in the IFSP status until the child’s enrollment is ended. The Service
Coordinator has write access to the child’s record. Service Providers may view the IFSP
information, the Child Detail Page and enter Provider Progress Notes as longs as they
have active authorizations on the child’s record. Active IFSP team members may view
the IFSP data and the Child’s Detail page.

7 — | Child Tab
IFSF Status
J - Health Tab

Service Provider

) phctive Authorizations)
—— | Domains
Case Administrator
- Eligibilty
[Enroclied) IFSP
— Notes PR— Team Member

——-| Team Meetings  [-———
Service Coordinator

—— IFSP e E—

12
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Ended Enrollment

Once the Enrollment period has ended, the Case Administrator is the only user allowed
access to the child’s record. The Service coordinator assigned to the child’s record when

the enrollment was ended is allowed access up to 90 days.

n

Caza Administrator service Coordinator
90-day access

Child Tat

Enrollment

Period Ended

Motes

13
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The Home Page

Each user logged into the system will have a corresponding Home page that contains lists
of child data based on their user information. The"list" links only display if pertinent
child records were found for the user. Below is an example view of the Home page.

Miszoun First Steps - Microsoft Internet Explorer provided by Covansys

Edit Wiew Fawvortes Tools  Help

Back » = - 3 [7] & | ChSearch [3Favoites G Meda <% | e ShlE

- f Missouri First Steps

"SPOE1000 Admin
Home Child Care Management User Options Help Logoff

™

3 . Welcome SPOEFO08 Admin to the Missouri Firsk Skeps website, First Steps offers
M]SSOU“ coordinated services and assistance to young children with special needs and their families. First
. Steps iz designed for children, birth to age 3, who have delayed development or diagnosed
gl rst S‘I‘e S conditions that are associaked with develapmental disabilities.

EARLY INTERVENTION

1z Children Exceeding 45-Day Referral 27 Total Records

Exceeding 45-davs since referral withfwithout Compliance Motes For this location.

@ Children Transferred | Needing Assignment 52 Possible Records
Mew records transferred ko this location andfor needing Service Coordination assignment.

@ Eligibility Edits Required 2 Possible Records

Eligibility Determination edits needing to be run.

@ Team Meeting Finalization Required & Total Records
Team meeting needing finalization,

@ Parental Consent Edits Required 45 Total Records

Parental Consent indicated, edits incomplete.

@ le E.lL Kids 78 Possible Records
E.I. Kids for this location.

@ Children in 45-Day Referral 100 Total Records
Referral status for 0-45 days.

@ Meeting Scheduled but not Ongoing 1 Tokal Record
Team meeting scheduled, no activities performed,

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

fud]

«Tip: Theimage above depicts “total” and “possible” records. Total indicates that only
one count of the records exists. Possible indicates that there are XX (number of )
possible records in either list, and that there are two or more filtered lists that contain
counts to help you get an exact count.

14
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If alist item does not contain any child records, thelist link is not displayed to the user.
Items displayed in red are higher priority list items. The user may select thelist link and
the list details are displayed.

Possible list data may include the following:

Children Exceeding 45-days Referral
Meetings Over due but not scheduled
Children Transferred/Needing Assignment
Child Records Needing Update
Eligibility Edits Required

Team meeting Finalization Required
Parental Consent Edits Required
Case Note Follow-Up

Progress Notes Pending Review

My E.I. Kids

Children In 45-Day Referra

Children Needing Enrollments Ended
Upcoming Meetings Scheduled

M eetings Scheduled but Not Ongoing

15
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The Child Care Management Menu

L ocation Administration — This menu option accesses a sub-menu that contains the
Lapsed ISFP sub-menu option. This menu option is available only for those users with
the role of Case Administrator.

Child Care Management
Location Administration

Lapsed IFSP

Referral — This menu option accesses a sub-menu that contains the New Referral
(Internal) and the Referral Processing options. These sub-menu options are available to
the Case Administrators and Intake Coordinators.

Child Care Managementl

New Referral
* | Referral Processing

Referral

Search — This menu option accesses a sub-menu that contains the three search options
available to the user, Child, Provider, and Unattached Referrals. Most users will have the
Child search sub-menu option available. The Unattached Referrals sub-menu option is
only available for Intake Coordinator and Case Administrator roles.

Child Care Managementl

Child
Providers
Unattached Referrals

Search

16
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Search for

a Child's Record

Use this exercise to search for a child's record within the database.

Complete the following steps to finish this exercise:

1. On the Child Care Management pull-down menu, select the Search

menu
2. Select

3 SearchChild - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favontes Tools Help

option. A sub-menu displays.
the Child sub-menu option. The Child Search page displays.

<Back - = - &) 8] 733 | Qi Search [GFavoites G0 Media 4 | E-S A
W =child s

" SPOE1000 Admin
Home Child Care
‘Search Criteria

To perform a search

earch

Management User Options Help Logoff Site Map

select a search option, enter the search criteria and then select the Search button,

Child 1D Child Name
¢ | Child ID Last Name
First Name

Yer: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy H

«Tip: Some of the fields on the Child Search page allow the entry of partial information
to help you narrow your search.

3. Select

the appropriate radio button and enter filter criteria in the following

fields as necessary to perform a search:

Child ID (a complete child ID number must be entered)

Last Name (a minimum of 2 characters must be entered to perform
a search by last name)

First Name (a search cannot be performed by entering only a
child's first name)

17
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4. Click Search to perform a search based on the specified filter criteria.
The Child List page displays.

3 ChildList - Microsoft Internet Explorer provided by Covansys

Fle Edit Yiew Favaites Tooks Help

= Back » =p o @ @ at | @Search (] Favarites @Media @ | %v ==
P child List

SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Search Filter

[ Show Active Only [~ Statewide

A Last Name |FirstName [ChildiD | DOB : acation Des efe
Date
/'_') Becky Child 100010062 0410172005 Female Active  Johnson  Admin 1000 05/1172005
1 1 records

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy =

«Tip: Under Search Filter, Case Administrators can clear the Show Active Only
check box to display both active and inactive child recordsin the Child List table. This
option is only available only for Case Administrators. Selecting the Statewide check box
displays statewide child records (that match the search criteria entered) in addition to
local child records. When the Statewide option is not selected, the list contains child
records for the current admin location only. When the Statewide option is selected, the
list displays al other records that matched the filter criteria and excludes those records
for the current admin location. The Detail link is available for statewide records. When
either check box is selected or cleared, the information displayed in the Child List table
is refreshed.
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5. In the columns of the Child List table, view the following information for
each child record displayed:

Detail (click the #~ icon to display detailed child information)
Last Name

First Name

Child ID

DOB

Gender

Status

County

Location Description

Referral Date

«Tip: You can change how the information in the Child List tableis sorted and
displayed by clicking on the column headings. Y ou can click the +~ icon in the Detail
column to view detailed child information. The Child Detail page displays when clicked.

19
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Search for a Provider's Record
Use this page to perform a search and filter the list of providers that display on the
Provider List page.
Complete the following steps to finish this exercise:
1. On the Child Care Management pull-down menu, select the Search
menu option. A sub-menu displays.

2. Select the Provider sub-menu option. The Search Provider page
displays.

arch Provider - Microsoft Internet Explorer provided by Covansys

File  Edit Yiew ngorites Tool:  Help

¢aBack » = - ) 7] 7 | Q) Search (%] Favorites S Media @l BN S =
SSearch Provider

" SPOE1000 Admin
Home Child Care Management UserOptions Help Logoff

=

Search Criteria

To perform a search, enter the search criteria and then select the Search button.

Provider Account Id Provider Last Name
Provider First Name

Billing Entity Mame Zip
County /J

Specialty _d

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: Some of the fields on the Search Provider page alow the entry of partial
information to help you narrow your search.
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3. Enter or select information in one or more of the following fields to perform
a search:

e Provider ID (a complete provider ID number must be entered)

o Provider Last Name (a minimum of 2 characters must be entered to
perform a search by last name)

e Provider First Name

« Billing Entity Name (a minimum of 2 characters must be entered to
perform a search by billing entity name)

e Zip

o County (selected by County Search)
e Specialty
4. Click Search to perform a search based on the specified filter criteria.
The Provider List page displays.

3 Provider List - Microsoft Intemet Explorer provided by Covansys

Edit  Miew ngorites Tool:  Help

¢aBack » = - ) 7] 7 | Q) Search (%] Favorites S Media @l BN S =

- ;.?Search Provider

" SPOE1000 Admin
Home Child Care Management UserOptions Help Logoff

Provider List

A | ast Name Provider Account # Billing Entity

ABA Implementor Provider 000010403-0000 ABA Implementor  EI Agency ;j ‘
,_) ABA Implementor Provider a00016204-0000 ABA Implementor  EI Agency :EJ
) ABA Implementor Provider 00001 7502-0000 ABA Implementor  EI Agency _l_“l
/'_) ABA Implementor Provider 000018702-0000 8B4 Implementar  EI Agency E
/_J ABA Implementor Provider 00001 9807-0000 ABA Implementor  EI Agency |
- ABA Implementor Provider 0000Z0108-0000 ABA Implementor  EI Agency ﬁ
P ABA Implementor Provider 000021408-0000 ABA Implementor  EI Agency .5;
po) ABA Implementor Provider 000022202-0000 ABA Implementor  EI Agency 5 I|
12345 H E] 192 records

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy
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5. In the columns of the Provider List table, view the following information
for each provider record displayed:

Detail (click the #~ icon to display detailed provider information)
Last Name

First Name

Provider Account #

Specialty

Billing Entity

County

«Tip: You can change how the information in the Provider List tableis sorted and
displayed by clicking on the column headings. Y ou can click the -~ icon in the Detail
column to view detailed provider information. The Provider Account Detall page
displays when clicked.
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Search for an Unattached Referral
Use this exercise to search for an unattached referral within the database, and attach the
referral to the child's record.
Complete the following steps to finish this exercise:
1. On the Child Care Management pull-down menu, select the Search
menu option. A sub-menu displays.

2. Select the Unattached Referrals sub-menu option. The Unattached
Referral Search page displays.

3 earch Refemnral - Microsoft Internet Explorer provided by Covansys

File  Edit “iew Favortes Toole  Help

¢aBack » = - ) 7] 7 | Q) Search (%] Favorites S Media @l BN S =
Unattached Referral Search

=
" SPOE1000 Admin
Home Child Care Management UserOptions Help Logoff

‘Search Criteria

To perform a search, enter either a Child's last name or a referral bype or both and press Search. To narrow your
search, enter more search information into the "Optional Search Criteria” section before pressing the Search button,

Primary Search Criteria

Child Last Name Child First Name

Referral Type I Arccepted = I

Optional Search Criteria

: i :
Referral Date N7 1o

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: Some of the fields on the Unattached Referral Search page alow the entry of
partial information to help you narrow your search.
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3. Under Primary Search Criteria, enter filter criteria in the following fields
as necessary to perform a search:

e Child Last Name
e Child First Name
o Referral Type

€Note: A search cannot be performed using a child's first name without also using a
child'slast name. If an entry isnot made in Child First Name or Child Last Name, a
selectionisrequired in Referral Type.

4. Under Optional Search Criteria, enter filter criteria in the following fields
as necessary to perform a search for referrals made within a specified
date range:

+« Referral Date
e TO

&Note: A search can be performed without specifying any search criteria, primary or
optional. If no criteriaare specified, all unattached referrals will be displayed on the
Unattached Referral List when Search is clicked.

5. Click Search to perform a search based on the specified filter criteria.
The Unattached Referral List page displays.

a Referral List - Microsoft Internet Explorer provided by Covansys

File  Edit Yiew ngorites Toolz  Help

S Back - = - & [F] 3 | Q) Search (3] Favortes S0 Media @l B-S =

' -.E_Unattached Referral List

POE1DOD Admin
Home Child Care Management User Options Help Logoff

Last Name First Name DOB A Referral Deta
Date

'e Karen Child Q020172005 Female Accepted  Jackson 05/10/2005 ,.J

1 1 records
- Attach Referral

childIp #* -~ Child Name

Current Enrollment To [" Attach Referral and Open Child’s Record

Reset N Back | Attach Referval |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy
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6. Select the radio button in the Select column of the Unattached Referral
List table to select a specific referral to be attached to a child's record.

7. Click the #7 icon next to Child ID. The Child Search page displays.

3 SearchChild - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favontes Tools Help

<Back - = - &) 8] 733 | Qi Search [GFavoites G0 Media 4 | E-S A
g Child Search

" SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map

‘Search Criteria

To perform a search select a search option, enter the search criteria and then select the Search button,

Child 1D Child Name
¢ | Child ID I Last Name
First Name

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy H

8. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Child ID (a complete child ID number must be entered)

o Last Name (a minimum of 2 characters must be entered to perform
a search by last name)

o First Name (a search cannot be performed by entering only a
child's first name)

9. Click Search to perform a search based on the specified filter criteria.
The Child List page displays.
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<2} ChildList - Microsoft Internet Explorer provided by Covansys

File Edit iew ngorites Tools  Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
;_[E Child List

“SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Search Filter

W Show Active Only [ Statewide

Child'Tist ®

Detail | A LastName |FirstName |ChildiD | DOB Status | County |Location Description |Referral | Select
Date
D

Sami child 100010000 02(02{2004 Female active  Hickory  Admin 1000 0z(z5{2005 CTAHE

1 1records |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done l_ ’_ g | Intemet 4

10.Click the link in the Select column to select the child to which the referral
will be attached. The Unattached Referral List page displays.

«Tip: Oncethe Unattached Referral List page displays, information specific to the child
selected is displayed in the Child 1D, Child Name, and Current Enrollment fields.
Thisinformation is read-only and cannot be changed.

11.Select the Attach Referral and Open Child's Record check box as
necessary to display the Child Detail page for the child after the Attach
Referral process is complete.

12.Click Attach Referral.

26




Referrals

There are three types of referrals for the online system. Once the referral is submitted, a
backend process will deliver the referral to the appropriate Admin Location’s referral
gueue — waiting for review. The admin location will review the referral data and process
valid referralsinto the Child Care Management system.

Referral Types

NICU — Hospitals with Neonatal Intensive Care Units (NICU) referring to the
program will use the same access as the public. They will select the Neonatal
Intensive Care Unit link. A page is displayed requesting an Access Code. Once
the user supplies the access code, the NICU referral form is available to submit a
referral.

Internal — Referrals created by userslogged into the system. These referrals are
not processed but automatically accepted into the database after the detect
duplicates process compl etes.

Online — Referras received from the public using the website. The public may
submit areferral for any child into First Steps program as long as the referring
source meets the state’s requirements. The Online referral form is available to the
public from the First Steps for the Family page.
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Enter a NICU Child Referral
Use this exercise to complete the NICU referral process for achild.

Complete the following steps to finish this exercise:

1. On the Home page, click the First Steps for the Family link. The
Missouri First Steps — Family page displays.

m SPOE Locations
@ Service Matrix

= Refer A Child

@ Family Surveys
@ Reportlssue

2. Select the Refer A Child link. The Referral Source page displays.

a Refermral Source - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favontes Toolz Help

EBack » = - ) 2] 4| DiSeach [ElFavoites hMeda <4 | By S =

g Referral Source

Select a Referral Source to Refer a Child

Parent

MNeonatal Intensive Care Unit [NICU]
Hospital {other than NICU)
Physician {inc. Psych.)

Public Health facilities /providers
Other health care provider

Head Start /Early Head Start
Parents as Teachers

Other LEA program

Child Care program/provider

Social Service Agency {inc. DFS)
Dept. of Mental Health-DMH

Dept. of Hith & Senior Sery-DHSS
Mo. School for the Blind-MSB

Mo. School for the Deaf-MsD

Other Referral Source call 1-866-583-2392

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. On the Referral Source page, select a NICU referral source under Select
a Referral Source to Refer a Child button. The NICU Access page
displays.

28



Referrals

File  Edit “iew Favortes Toole  Help

Back » = - ) 7] 7 | Q) Search (] Favorites S Media @l By S0

Access Code #*

[~ Reset [l Back —J[ Newt |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Enter the state-provided NICU Access Code. The Child Referral page
displays.

3 Referral NICU - Microzoft Internet Explorer provided by Covansps
File Edit ‘“iew Favontes Tools Help

GiBack - = - ) (8] 4 | Q) Search (G Favortes S} Media ®| -5 =
g NICU Referral

~ Child
Last Name #* First Name
Date of Birth #* & Gender Iﬁ
Birth Weight{Grams) #* Gestational Age(Weeks) #* |
County of Residence # }J

~ Contact Person For Child

Last Name #* First Name

Address Relationship to Child #* lﬁ
Phone #*

City Email

State Zip

“Reset | Back | Newt

#*-indicates required information

¥er: 1.99.0601

Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

5. Complete the following information under Child:
e Last Name (a minimum of 2 characters is required)
o First Name
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o Date of Birth
e Gender
e Birth Weight (Grams)
o Gestational Age (Weeks)
e County of Residence
6. Complete the following information under Contact Person for Child:
e Last Name (a minimum of 2 characters is required)
e First Name

e Address

o City

o State

e Zip

« Relationship to Child
e Phone

e Emall

7. Click Next. The Referral Information page displays.

4} Refermal-NICU - Microzoft Internet Explorer provided by Covansys

File Edit ‘fiew Favorites Toolz Help

5= Back - = - @ @ i | @Search [#] Favorites @Media ®| %- S =

- Referral Information

Referral Completed by # Email

Phone # Fax

Hospital #* | ;I Referring Physician Name #

Family informed of this ’ .

referral 2 " es € Mo Is Child Hospitalized ? " Yes 5 Mo

Referral Reason
[~ Medical condition associated with Mental Retardation,/Developmental Disability exists.

[ ¥ery low birth weight AND one or more of the following conditions exists.

[~ Intra-cranial Bleeds, (Grade IT, IIT, I¥) I Apgar of & or less
[~ Wertilator or CPAP dependent For 72 hours or more [T Asphysiation
ICD9 * DX Description
Comments !

#*-indicates required information

¥Yer: 1.99.0601 Copyright i© 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

8. In Referral Completed by, enter the name of the person who completed
the referral. At least two characters must be entered in this text box.
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9. In Email, enter the current email address for the person who completed
the referral. You can enter up to 50 characters digits in this text box. A
valid email address format must be entered.

10.In Phone, enter the primary telephone number for the person who
completed the referral. You can enter up to 25 numeric digits in this text
box.

11.In Fax, enter the fax number for the person who completed the referral.
You can enter up to 25 numeric digits in this text box.

12.In the Hospital drop-down list, select the name of the hospital that
referred the child.

13.In Referring Physician's Name, enter the first and last name of the
physician that referred the child. You can enter up to 65 characters in this
text box.

14.In Family Informed of this Referral, select the Yes radio button or the
No radio button to indicate that the child's family has been informed of the
child's referral. This is required information.

15.1In Is Child Hospitalized?, select the Yes radio button or the No radio
button to indicate that the child is currently hospitalized.

16.Under Referral Reason, select one or more of the following check boxes
as necessary to indicate the reason for the child's referral:

« Medical Condition Associated with Mental
Retardation/Developmental Disability Exists

AND/OR
e Very Low Birth Weight and One or More of the Following
Conditions Exist:
e Intra-cranial Bleeds (Grade II, IIl, IV)
e Apgar of 6 or Less

« Ventilator or CPAP Dependent for 72 Hours or More
e Asphyxiation

€Note: If theVery Low Birth Weight and One or More of the Following
Conditions Exist check box is selected, at least one of the options below it must be
selected.

17.In ICD9, enter a valid ICD9 code for the child. You can enter up to 10
characters in this text box (the system will validate the DX code when
saved).

18.In Comments, enter any additional comments relevant to the reason for
the child's referral. You can enter up to 250 characters in this text box. If
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none of the Referral Reason check boxes are selected, this is required
information.

19.Click Next. The Primary Medical Care Provider page displays.

3 ReferralNICU_PMCProvider - Microzoft Internet Explorer provided by Covansys

File Edit ‘“iew Favontes Tools Help

| GiBack - = - ) (8] 4 | Q) Search (G Favortes S} Media ®| - 5 =5

NICU Referral

- Primary Medical Care Provider

Last Name First Name

Address Phone

Mobile Phone
City Fax
State Zip Email

" Gubmit |

¥er: 1.99.0601 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

20.In Last Name, enter the last name of the child's primary medical care
provider. You can enter up to 40 characters in this text box.

21.In First Name, enter the first name of the child's primary medical care
provider. You can enter up to 25 characters in this text box.

22.In Address, enter the primary medical care provider's street address
information. You can enter up to 50 characters in each of the two address
text boxes available.

23.In City, enter the name of the city in which the primary medical care
provider practices. You can enter up to 40 characters in this text box.

24.In State, enter the abbreviation of the state in which the primary medical
care provider currently practices. You can enter up to two characters in
this text box.

25.1n Zip, enter the Zip code in which the child's primary medical care
provider currently practices. You can enter up to twelve numeric digits in
this text box.

26.In Phone, enter the primary telephone number for the child's primary
medical care provider. You can enter up to 25 numeric digits in this text
box.
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27.In Mobile Phone, enter the cellular telephone number (or mobile
telephone number) for the child's primary medical care provider. You can
enter up to 25 numeric digits in this text box.

28.In Fax, enter the fax number for the child's primary medical care provider.
You can enter up to 25 numeric digits in this text box.

29.In Email, enter the current email address for the contact person. You can
enter up to 50 characters digits in this text box. A valid email address
format must be entered.

30.Click Submit.
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Enter a New Child Referral
Use this exercise to enter anew referral to the application.

<Tip: New referrals are added within the application by using the Child Care
Management menu.

Complete the following steps to finish this exercise:
1. Onthe Child Care Management menu, select the Referral menu option.
A sub-menu displays.

2. Select the New Referral sub-menu option. The Child Referral page
displays.

3 Referral Intemal - Microsoft Internet Explorer provided by Covansys

File  Edit “iew Favortes Toole  Help

= Back - = - @ @ vt | @Sealch (3] Favorites @Media @l %v ==

gﬂ:hild Referral

" SPOE1000 Admin
Home Child Care Management UserOptions Help Logoff

- Child

Last Name #
Date of Birth

—

Gender

& [ child Is Under Age 3

First Name

County of Residence #*

- Contact Person For Child

Last Name # First Name

Address Relationship to Child #* I—;l
Phone #

City Email

State 2ip

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy

3. Complete the following information under Child:
o Last Name (a minimum of 2 characters is required)
e First Name
o Date of Birth or Child is Under Age 3
o Gender
o County of Residence (selected by County Search)
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4. Complete the following information under Contact Person for Child:
o Last Name (a minimum of 2 characters is required)
e First Name

e Address

o City

o State

e Zip

e Relationship to Child
e Phone

e Emall

5. Click Next. The Referral Information page displays.

3 Refenrallnternal_Referrallnfo - Microsoft Internet Explorer provided by Covansys

File  Edit “iew Favortes Toole  Help

= Back - = - @ @ vt | @Sealch (3] Favorites @Media @l %v ==

P =child Referral

" SPOE1000 Admin
Home Child Care Management User Options Help Logoff

- Referral Information

Referral Source #* ;l Referral Date #* DS,I"lQ;I'ZUDS 7

Referring Person
[ Same as Conkact

Last Name # First Name
Phone #* Email

Family informed of this referral 2 #® ( Yes (o
Reason for Referral #* =

=
“Reset M Back | submit

Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

6. Inthe Referral Source drop-down list, select the source that referred the
child.

7. In Referral Date, enter date on which the referral was received at the E.I.
location. The date entered is the start of the 45-day referral to IFSP
period. The default is today's date. The date entered must be less than or
equal to today's date.

8. Select the Same as Contact check box to indicate that the person
referring the child is the same as the child's contact person.
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£Note: If Same as Contact is selected, the referring person's information is not
required if a phone number or address was entered under Contact Person for Child.

9. In Last Name, enter the referring person's last name. You can enter up to
40 characters in this text box. This is required information whenever
Same as Contact is not selected. When required, a minimum of 2
characters must be entered.

10.In First Name, enter the referring person's first name. You can enter up
to 25 characters in this text box.

11.In Phone, enter the primary telephone number for the referring person.
You can enter up to 25 numeric digits in this text box. This is required
information whenever Same as Contact is not selected.

12.In Email, enter the current email address for the referring person. You
can enter up to 50 characters digits in this text box. A valid email address
format must be entered.

13.In Family Informed of this Referral?, select the Yes radio button or the
No radio button to indicate that the child's family has been informed of the
child's referral.

14.In Reason for Referral, enter the reason for the child's referral. You can
enter up to 250 characters in this text box.

15.Click Submit.
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Enter an Online Child Referral
Use this exercise to complete the Online referral process for achild.

Complete the following steps to finish this exercise:

1. On the Home page, click the First Steps for the Family link. The
Missouri First Steps — Family page displays.

@ SPOE Locations
@ Service Matrix

= Refer A Child

@ Family Surveys
@ ReportIssue

2. Select the Refer A Child link. The Referral Source page displays.

/) Referral Source - Microsoft Intemnet Explorer provided by Covansys

File Edit “iew Favoites Toolz Help

EBack + = - 2} (2] | Q) Seach (G Favoites G0 Media <% | -5 =

=Referral Source

= 7

Select a Referral Source to Refer a Child

Parent

Meonatal Intensive Care Unit [NICU]
Hospital {other than NICU)
Physician (inc. Psych.)

Public Health facilities /providers
Other health care provider

Head Start/Early Head Start
Parents as Teachers

Other LEA program

Child Care program/provider

Social Service Agency (inc. DFS)
Dept. of Mental Health-DMH

Dept. of Hith & Senior Serv-DHSS
Mo. School for the Blind-MSB

Mo. School for the Deaf-MSD

Other Referral Source call 1-866-583-2392

¥er: 1,99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy §

3. On the Referral Source page, select a referral source from the Select a
Referral Source to Refer a Child list. The Child Referral for Missouri

First Steps page displays.
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/) Referral-Online - Microsoft Interet Explorer provided by Covansys

File Edit “iew Favoites Toolz Help

EBack + = - 2} (2] | Q) Seach (G Favoites G0 Media <% | -5 =

Fﬁ;-"?'—t:hild Referral for Missouri First Steps

- Child
Last Name #* First Name
Date of Birth & ™ child Is Under g 3
Gender I - l County of Residence # P
- Contact Person For Child
Last Name # First Name
Address Relationship to Child #* I - I
Phone #*
City Email
State 2ip

#-indicates required information

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Complete the following information under Child:
o Last Name
e First Name
o Date of Birth or Child is Under Age 3
e Gender
e County of Residence (selected by County Search)

5. Complete the following information under Contact Person for Child:
e Last Name (a minimum of 2 letters is required)
o First Name

e Address

o City

o State

e Zip

« Relationship to Child
e Phone

e Emall

6. Click Next. The Referral Information page displays.
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7. In the Referral Source drop-down list, select the name of the source that
referred the child.

«Tip: The Referral Source drop-down list contains a default selection when entering
anonlineor aNICU referral. This selection can be updated as necessary.

8. Select the Same as Contact check box to indicate that the person
referring the child is the same as the child's contact person.

€Note: If Same as Contact is selected, the referring person's information is not
required if a phone number or address was entered under Contact Person for Child.

9. In Last Name, enter the referring person's last name. You can enter up to
40 characters in this text box. This is required information whenever
Same as Contact is not selected. When required, a minimum of 2
characters must be entered.

10.In First Name, enter the referring person's first name. You can enter up
to 25 characters in this text box.

11.In Phone, enter the primary telephone number for the referring person.
You can enter up to 25 numeric digits in this text box. This is required
information whenever Same as Contact is not selected.

12.In Email, enter the current email address for the referring person. You
can enter up to 50 characters digits in this text box. A valid email address
format must be entered.

13.In Family Informed of this Referral?, select the Yes radio button or the
No radio button to indicate that the child's family has been informed of the
child's referral.

14.In Reason for Referral, enter the reason for the child's referral. You can
enter up to 250 characters in this text box.

15.Click Submit.
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Perform Referral Processing

Use this exercise to complete referral processing functions. All referrals submitted from
outside sources (Online and NICU Referral Forms) must be viewed and accepted prior to
the creation of anew child’srecord. The Referral Processing function allows either the
Case Administrator for the Admin Location or the Intake Coordinator to view the referra
information submitted and the user has the option to accept, reject, or transfer the referral
to another Admin Location.

£Note: An Intake Coordinator who islogged on and processing referralsis
automatically assigned by the system as the Intake Coordinator for the child’s record.

Complete the following steps to finish this exercise:

1. Onthe Child Care Management menu, select the Referral menu option.
A sub-menu displays.

2. Select the Referral Processing sub-menu option. The Referral
Processing page displays.

<} Referral Processing - Microzoft Internet Explorer provided by Covansps

File Edit “iew Favoites Tools Help

= Back = = - @ @ 7ot | @Search (3] Favarites @Media @ | %- ==

=Referral Processing

-_§. <
SPOE1000 Admin
Home Child Care Management User Options Help Logoff Site Map
Child Name Contact Person for Child
gzg:-:::::n'ga Relationship to Child

Contact Phone

Referral Information

Referred By Referral Source
Date
Phone Email

Referral Action & Arcept

" Reject Reject Reason =]
€ Transfer Transfer To Location - I
Referrals Remaining 0 m

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

%

|&] Done I_’_|§|Q Internet
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€Note: When this pageisinitialy displayed, the fields displayed are blank. The count
of referrals needing to be processed is displayed in Referrals Remaining. If the count is
0, the Next Referral button is not displayed on this page. If the count is greater than O,
you can click the Next Referral button to process additional referrals.

View the following information about the current referral:

3. View the following information about the currently displayed referral:

Child Name displays the first name and last name of the child.

Contact Person for Child displays the first name and last name of
the child's contact person.

County of Residence displays the name of the county in which the
child resides.

Relationship to Child displays the relationship of the contact
person to the child.

Contact Phone displays the primary phone number of the child's
contact person.

Referred By displays the first name and last name of the person
that referred the child.

Referral Source displays the source that referred the child.

Referral Date displays enter date on which the referral record was
first viewed at the E.I. location.

Phone displays the phone number of the person who referred the
child.

Email displays the email address of the person who referred the
child.

Referrals Remaining displays the total number of referrals that are
waiting to be processed.

4. Under Referral Action, select one of the following radio buttons to accept,
reject, or transfer the child's referral:

Select the Accept radio button to accept the current child's referral.
Select the Reject radio button to reject the current child's referral.

Select the Transfer radio button to transfer the current child's
referral to another E.I. location.

€Note: If thereferral isrejected, a Regject Reason selection isrequired. If the referral is
transferred, a Transfer To L ocation selection is required.
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5. In the Reject Reason drop-down list, select the reason for rejecting the
child's referral. This is required information whenever the Reject radio
button is selected.

6. Inthe Transfer to Location drop-down list, select the location to which
you want to transfer the child's referral. This is required information
whenever the Transfer radio button is selected.

7. Click Save to save any information that was entered on the Referral
Processing page and complete the referral process for the current child,
or click Next Referral to process the next referral that is ready for review.

£Note: When Saveis clicked, the system runs the detect duplicates process. Once the
detect duplicates process is completed, either the Detect Duplicates page is displayed, or
you are returned to the Referral Processing page.

€Note: When you are returned to the Referral Processing page, the Next Referral
button must be selected to continue the processing of referrals. Clicking Next Referral
displays the next referral waiting to be processed. Referrals are displayed in the order
they are received or submitted. The oldest referral is displayed first.
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Detecting Duplicates

Detect duplicatesis a backend process that is generated when anew referral is entered
manually and submitted to the database, or when areferral is accepted during Referral
Processing. During the Detect Duplicates process, the system checks the database against
child records that are currently in the system and performs a comparison on specific data
fields (including name and date of birth). Any records that are found to contain similar
name and date of birth information are flagged as potentia duplicate records.

€Note: If aduplicateisnot detected during the Detect Duplicates backend process, a
new child’srecord is created and the Detect Duplicates page will not display. In
addition, the Intake Coordinator currently logged on is automatically assigned to the
child’s record by the system. Otherwise, the Case Administrator will assign the Intake
Coordinator when the child’s page is displayed.

The Detect Duplicates page displays only if referral record is determined to be apossible
duplicate of an existing child record. Children under the age of 4 years will not be
displayed or considered as possible duplicates.

If the system determines that areferral record is a potential duplicate, Detect Duplicates
page displays:

<} ReferralDuplicate - Microzoft Intemnet Explorer provided by Covansys

File  Edit Eiéw F_gvorites Tools  Help

%Back A BRI A | ‘@ Search [ Favoites ) Media 44 | B S B

"W petect Duplicates

SPOELO0D Admin
Home Child Care Management User Options Help Logoff Site Map
Child Name =ami, child Gender
Address s Date Of Birth Under fige 3
County of Residence Johnson Intake Coordinator I ;l
Save Referral As I—;I Transfer To Location I—;I

PD = z i or D ate 0Ca
[ LasiName | FirsiName | Chial | D08 | Cocaon | Staiis |

Sami Child 100010000 02/02/2004  Admin 1000 IPC

Possible Matches for Duplicates - Statewide

Orecords
[ Reset | cave
|&] Done l_ ’_ g | Intemet 4
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Use this page to view alist of possible duplicates (both statewide and local), determine
whether the new child record is aduplicate, and (if the record is not a duplicate) complete
thereferral process. Specific data displays on this page to help you verify whether the
record is aduplicate:

Viewing the New Child's Information

At the top of the page, view the following information about the new child that is
currently being created:

e Child Namedisplaysthefirst and last name of the new child that is currently
being created.

e Addressdisplays the current address information of the new child that is
currently being created.

e Gender displaysthe gender of the new child that is currently being created.

e Date of Birth displays the date of birth of the new child that is currently being
created.

e County of Residence displays the name of the current county in which the new
child that is currently being created is|ocated.

Viewing Potentially Duplicate Local Child Records

Possible duplicates are displayed in two separate tables on this page. If the duplicate
record is for the current admin location processing the referral, the matching records are
displayed in the local table. In the columns of the Possible Matches for Duplicates—
L ocally table, view the following information for each local record that is a possible
duplicate:

e Select provides a selection to indicate that new child record isin fact aduplicate
of the selected record. Y ou can click the radio button in this column to identify
that the new child record is a duplicate of the selected record.

e L ast Name displaysthe last name of each child identified as a possible duplicate
within the local database.

e First Name displays the first name of each child identified as a possible duplicate
within the local database.

e Child Id displays the state identification number of each child identified as a
possible duplicate within the local database.

e DOB displaysthe date of birth of each child identified as a possible duplicate
within the local database.

e L ocation displays the admin location(s) assigned to each child identified as a
possible duplicate within the local database.

e Statusdisplaysthe current status of each child identified as a possible duplicate
within the local database.

e Addressdisplaysthe current address information of each child identified asa
possible duplicate within the local database.
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Viewing Potentially Duplicate Statewide Child Records

Possible matches outside of the current admin location are displayed on the statewide
table. Inthe columns of the Possible Matchesfor Duplicates— Statewide table, view
the following information for each statewide record that is a possible duplicate:

L ast Name displays the last name of each child identified as a possible duplicate
within the statewide database.

First Name displays the first name of each child identified as a possible duplicate
within the statewide database.

DOB displays the date of birth of each child identified as a possible duplicate
within the statewide database.

Address displays the current address information of each child identified asa
possible duplicate within the statewide database.

Child Id displays the identification number of each child identified as a possible
duplicate within the statewide database.

Status displays the current status of each child identified as a possible duplicate
within the statewide database.

L ocation displays the admin location(s) assigned to each child identified asa
possible duplicate within the statewide database.
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Processing Potentially Duplicate Referrals

Y ou have different ways of handling a potentia duplicate referral. This section will
identify the possible actions that can be taken.

The Referral is Not a Duplicate

If the referral is not considered a duplicate, a new child’s record can be created and
additional information may be entered. Complete the following steps to create the new
child's record:

1. In Save Referral As, select the New Child option.

2. InIntake Coordinator, view and/or select the name of the Intake
Coordinator assigned to the new child. The default is blank if the user
logged in is a Case Administrator.

3. Click Save.

When the New Child option is selected and Save is clicked, the following actions take
place:

e Thereferral record is saved as anew referral.
e The System creates and assigned a new Child State Id to the record.

e |f theuser logged on is an Intake Coordinator, the system assigns the logged on
user as the Intake Coordinator for the child’s record.

e |f the user was entering an Internal referral, the user is displayed the Child Detall

page.
e |f user was processing new referrals, the user is returned to the Referral -

Processing page.
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The Referral is a Duplicate

If the referral is considered a duplicate, severa options are available to continue
processing the referral. Complete the following steps to create the new child's record:

1. In Save Referral As, select one of the following options:

New Enrollment — saves the referral as a new enrollment record
for the child selected in the local table. (The child’s record must not
currently be in an active enrollment period for this option to be
selected.)

Referral Only — saves the referral record only, without creating a
new Child State ID or attaching the referral to the enroliment record
of an existing child.

Additional Referral — saves the referral record an additional
referral source to the child record currently selected in the local
table. (The record must be located at the current admin location
and the child’s record must currently be in an active enroliment
period for this option to be selected.)

Transfer — transfers the referral record to another admin location
without creating a new Child State ID or attaching the referral to the
enrollment record of an existing child.

Cancel — returns the user to the Referral Information page, saves
the referral to the database as a Referral Only (accepted), and
allows the to enter new internal referral.

2. In Intake Coordinator, view and/or select the name of the Intake
Coordinator assigned to the new child. The default is blank if the user
logged in is a Case Administrator.

3. If New Enrollment or Additional Referral was selected in the Save
Referral As drop-down list, then you are also required to select a record
in the local table. Click the link in the Select column of the Possible
Matches for Duplicates — Locally table.

4. If Transfer was selected in the Save Referral As drop-down list, then you
are also required to select an option in the Transfer to Location drop-
down list.

5. Click Save.
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When the New Enrollment option is selected and Save is clicked, the following actions
take place:

e Thereferral record is saved as a new enrollment record for the child selected in
the local table.

e The start date is assigned as the referral accepted date for the selected child, and
the referral is added as the primary referral for the enrollment.

e The Child Detail page displaysif this child currently resides at this admin
location.

e |f the user logged on is an Intake Coordinator, the system assigns the logged on
user as the Intake Coordinator for the child’s record for this enrollment period.

e When anew Intake Coordinator is assigned, the system ends any prior Intake
Coordinator assignments using the end date rules for Intake Coordinator
assignment.

o |If thereferral isaNICU referral, then areferral reason is added to the child’s
neonatal health record and an ICD code is added to the child’s diagnosis record.

When the Referral Only option is selected and Saveis clicked, thereferral record is
saved without creating a new Child State ID or attaching to the enrollment record of an
existing child.

€Note: Usethe Referral Only option when the Child’s record could exist in the
system, but it may not be at the current admin location. Then, once the child’srecord is
transferred to the local admin location, the Case Administrator or the Intake Coordinator
assigned to the child’s record will have the availability to attach the referral to the child’s
record. Once transferred, if the child isin an active enrollment, the referral will attach as
an additional referral. Otherwise, the system begins a new enrollment period for the child
once the referral is transferred.

When the Additional Referral option is selected and Save is clicked, the referral record
is saved an additional referral source to the active enrollment period for the child record
currently selected in the local table.
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When the Transfer option is selected and Save s clicked, the record transfer to another
admin location without creating a new child state id or attaching to the enrollment record
of an existing child.

€Note: When the Transfer option isused, a Transfer to L ocation must be selected. In
addition, an Intake Coordinator should not be selected, and no potential duplicates
should be selected in the local table.

When the Cancel option is selected and Saveis clicked, the following actions take place:

e Theuser isreturned to the previous page.
Thereferral is not accepted.

e |f user was processing referrals, the user is returned to the Referral-Processing
page where they can select another option for processing the referral (like transfer
or reject).

o |f the user was creating anew interna referral, the user isreturned to the Referral
Information page and the referral information is not saved.

€Note: When the Cancel option is used, the referral will need to be attached to a child’s
record at another time. If the referral is redisplayed to the user, the user may select
another action (Reject or Transfer) for the referral. This process needs to be compl eted
manually.

the user is returned to the previous page. . ..the referral is not accepted, the user isjust
returned to the originating page. If referral processing they can select another option for
processing the referral like transfer or reject

€Note: If you accessed the Detect Duplicates page from referral processing, you are
returned to the Referral Processing page when the Detect Duplicates pageis closed. |If
the referral was entered internally, the new child’s record is opened and the Child Detail
page displays when the Detect Duplicates page is closed.

€Note: Depending on the status of the child’s record and the role of the user who is
accessing the file, some of the detail pages for the new child’s record may be view-only
until specific data exists.
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Enter or Update Child Detail Information
Use this exercise to see how to enter or update detailed information about a child.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help

= Back = = - @ @ 7ot | @Search (3] Favarites @Media @ | %- ==

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff Site Map

oyIIl:M| Health | Domains | Ni
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA MName Gender #* I vI
o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History

[ Back - Save

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Enter or update the following information as necessary:
e MO State ID

e Last Name (a minimum of 2 characters is required)
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MI

First Name
AKA Name
Gender
Race
Ethnicity

3. Click Save.
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Assign an Intake Coordinator to a Child
Use this exercise to assign an Intake Coordinator to a child.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

3 Child Detail - Microsoft Internet Explorer provided by Covansys
File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

(@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Yer: 1.99

olyill.M| Health | Domains || Notes
Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth # N Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?
- Early Intervention Status
Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due
Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555
- Primary Contact
MName goober, Relationship Father
Phone 913-555-5555 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
“Service Coordination Transfer History " Back [ Save |

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy [

2. Click Service Coordination. The Service Coordination History page

displays.
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History - Microsoft Internet Explorer provided by Covansys

File Edit “iew ngorites Tools  Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Service Coordination

=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

(of,1[:M| Health | Domains | Notes
Child Detail [ Enrollment | Family Members | Health Plans I Social History | EI Status |
Search Filter
|Both =l
Detail Coordinator Coordinator Name Agency Name ¥ start Date d Date
Type
' Intake Intake Coordinatorl, Spoe 1000 Admin 1000 999-999-5555 057192005
1 1 records
Assign Service Coordinator

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ [ |5 @ intemet o
3. Click Assign Intake Coordinator. The Intake Coordinator page displays.

a Intake Coordinator - Microzoft Internet Explorer provided by Covan... B [=][E3

Intake Coordinator #* | |
Start Date # 5]
End Date {*}‘

[~ Reset ™ Close [l Save

4. Select an Intake Coordinator to assign the child's record.
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5. Enter or select a Start Date on which the selected intake coordinator will
take responsibility for maintaining the child's record. You can click the %
icon to select a date from a calendar. The date entered must be equal to
or greater than the referral acceptance date.

£Note: A replacement coordinator cannot be assigned a Start Date that occurs before a
previously assigned coordinator's End Date. Entering or selecting an End Date will
prevent the coordinator history record from being changed once the record has been
saved. The Start Date must be equal to today's date or a future date for replacement
coordinator.

6. Click Save.
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End an Intake Coordinator's Assignment to a Child

Use this exercise to end the period during which a specific Intake Coordinator is assigned
to oversee a child's records and the benefits the child receives within the Early
Intervention program.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

(@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click Service Coordination. The Service Coordination History page
displays.
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<} Service Coordination History - Microsoft Internet Explorer provided by Covansys

Eil
“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Service Coordination

=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Edit  Yiew ngorites Tools  Help

(of,1[:M| Health | Domains | Notes
Child Detail [ Enrollment | Family Members | Health Plans I Social History | EI Status |
Search Filter
|Both =l
Detail Coordinator Coordinator Name Agency Name ¥ start Date d Date
Type
' Intake Intake Coordinatorl, Spoe 1000 Admin 1000 999-999-5555 057192005
1 1 records
Assign Service Coordinator

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ [ |5 @ intemet o

«Tip: Under Search Filter, you can select from several filtering options for the Service
Coordination List table. Y ou can select the Intake Coordinator option to display only
Intake Coordinator sin thetable. Or, you can select the Ongoing Service Coor dinator
option to display only service coordinators in the table. (The Both option displays
coordinators of all types in the table when selected.) When the selection under Search
Filter is changed, the information displayed in the Service Coordination List tableis
refreshed.

3. Click the Detail icon next to an Intake Coordinator record in the Service
Coordination List table. The Intake Coordinator page displays.

57




Missouri First Steps Training Manual

/3 Intake Coordinator - Microsoft Internet Explorer provided by Covan... [Bi[=] E3

Intake Coordinator # Inkake Coordinatorl, Spoe 1000
Start Date #* 051942005
End Date [ %}

[ Reset [ Close | Save

4. Enter or select the End Date. You can click the % icon to select a date
from a calendar.

€Note: A replacement coordinator cannot be assigned a Start Date that occurs before a
previously assigned coordinator's End Date. Entering or selecting an End Date will

prevent the coordinator history record from being changed once the record has been
saved.

5. Click Save.
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Assign a Service Coordinator to a Child
Use this exercise to assign a service coordinator to a child.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

3 Child Detail - Microsoft Internet Explorer provided by Covansys
File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

(@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Yer: 1.99

olyill.M| Health | Domains || Notes
Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth # N Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?
- Early Intervention Status
Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due
Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555
- Primary Contact
MName goober, Relationship Father
Phone 913-555-5555 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
“Service Coordination Transfer History " Back [ Save |

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy [

2. Click Service Coordination. The Service Coordination History page

displays.
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ce Coordination goft Internet Explorer provided by Covansys

File  Edit Eiéw Favortes  Tools  Help

s Back = mhor @ @ 7ot | @Search (3] Favarites @Media @ | %v é =
(@ =Service Coordination

=% Cchild Name: sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

] Featn | Domains | Notes [N ﬁ

Child Detail T Enrollment r Family Members | Health Plans I Social History | EI Status |

Search Filter

|Both =l

- Coordinator Name Agency Name m WV Start Date d Date
Type

Intake Intake Coordinatorl, Spoe 1000 Admin 1000 999-999-5555 057192005

1 1 records

Assign Intake Coordinator Assign Service Coordinator

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ [ |5 @ intemet 4
3. Click Assign Service Coordinator. The Service Coordinator page

displays.
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3 Service Coordinator - Microsoft Internet Explorer provided by Covansys

- Service Coordinator Search

Last Name First Name

Agency Name

Service Coordinator List

- Service Coordinator

Service Coordinator #* Start Date #* & End Date

Shcset | Cose B Save |

%5

«Tip: Some of the fields on the Service Coordinator page allow the entry of partial
information to help you narrow your search.

4. Enter filter criteria in the following fields as necessary to perform a search:
e Last Name
e First Name
o County

5. Click Search to perform a search based on the specified filter criteria.
The Service Coordinator List table displays the service coordinators
who match the specified filter criteria.
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3 Service Coordinator - Microsoft Internet Explorer provided by Covansys

- Service Coordinator Search

Laskt Name sp First Mame

Agency Name

Service Coordinator List

T T N

Gelect] Special Inskruction Prowider EI &gency 999-999-3333 Service Coordinatar
Select| Special Inskruction Prowider EI &gency 999-999-3333 Service Coordinator
SHEEE Special Instruction Provider EI Agency 999-999-5588 Service Coordinatar
SHEEE Special Instruction Provider EI Agency 999-999-5588 Service Coordinatar
SHEEE Special Instruction Provider EI Agency 999-909-5588 Service Coordinatar
SHEEE Special Instruction Provider EI Agency 099-009-5588 Service Coordinatar
Gelect Special Instruction Provider EI &gency 999-999-3338 Service Coordinator
Select] Speech Path Assoc Provider EI Agency 999-999-3555 Serwce Coordlnator e gl
1 8 records |

- Service Coordinator
Service Coordinator #* Start Date #* & End Date &

Shcset | Cose B Save |

6. Click the link in the Select column of the Service Coordinator List table
to select a specific service coordinator.

7. Enter or select a Start Date on which the selected service coordinator will
take responsibility for maintaining the child's record. You can click the %
icon to select a date from a calendar. The date entered must be equal to
or greater than the referral acceptance date.

€Note: A replacement coordinator cannot be assigned a Start Date that occurs before a
previously assigned coordinator's End Date. Entering or selecting an End Date will
prevent the coordinator history record from being changed once the record has been
saved.

8. Click Save.
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End a Service Coordinator's Assignment to a Child

Use this exercise to end the period during which a specific service coordinator is assigned
to oversee a child's records and the benefits the child receives within the Early
Intervention program.

&Note: The application will automatically end a prior service coordinator assignment
when anew service coordinator is assigned to achild. However, if agap existsin service
coordinator assignments, you will still need to end an assignment using this process.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=

(@ =Child Detail
E‘!—' Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

S esitn | Domains | Notes |

Child Detail [ Enrollment ] Family Members | Health Plans I Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race #* =1 Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

e COOTATRARET TPRRAEr HREGFY s e

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [
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2. Click Service Coordination. The Service Coordination History page
displays.

<} Service Coordination History - Microsoft Internet Explorer provided by Covansys

File Edit “iew ngorites Tools  Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Service Coordination

=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

(of,1[:M| Health | Domains | Notes
Child Detail [ Enrollment | Family Members | Health Plans I Social History | EI Status |
Search Filter
|Both =l
Detail Coordinator Coordinator Name Agency Name ¥ start Date d Date
Type
' Intake Intake Coordinatorl, Spoe 1000 Admin 1000 999-999-5555 057192005
1 1 records
| ssign Intake Coordinator | Assian Service Coordinator

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ [ |5 @ intemet o

«Tip: Under Search Filter, you can select from several filtering options for the Service
Coordination List table. Y ou can select the Intake Coordinator option to display only
Intake Coordinator sin the table. Or, you can select the Ongoing Service Coor dinator
option to display only service coordinators in the table. (The Both option displays
coordinators of all typesin the table when selected.) When the selection under Search
Filter is changed, the information displayed in the Service Coordination List tableis
refreshed.

3. Click the Detail icon next to an service coordinator's record in the Service
Coordination List table. The Service Coordinator page displays.




Child Information

a Service Coordinator - Microsoft Internet Explorer provided by Covansys

Service Coordinator

’V Service Coordinator #  Special Instruction, Provider Start Date # [05/19/2005 End Date s

“Reser | close B save |

4. Enter or select the End Date. You can click the % icon to select a date
from a calendar.

€Note: A replacement coordinator cannot be assigned a Start Date that occurs before a
previously assigned coordinator's End Date. Entering or selecting an End Date will
prevent the coordinator history record from being changed once the record has been
saved.

5. Click Save.
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View the Transfer History for a Child
Use this exercise to view the transfer history for a child.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click Transfer History. The Transfer History page displays.
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oft Internet Explorer provided by Covansys

File Edit iew ngorites Tools  Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Transfer History

=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

A vieaits | Damains | Notes.

Child Detail [ Enrollment | Family Members | Health Plans I Social History | EI Status |
Search Filter
Transfer Type LocationHousehold ¥ Start Date d Date
Househald Household ID 121 057192005
Locakion Admin Location 1000/ Admin 1000 05§1'9/2005
1 2 records
" Household Transfer

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ [ |5 @ intemet
3. View the transfer history for the child in the Transfer List table.

&

«Tip: Under Search Filter, you can select an option from the drop-down list to change
the type of transfersthat are displayed in the Transfer List table. By default, both
Location and Household transfers are displayed in the table. When adifferent option is
selected, the information displayed in the Transfer List tableis refreshed.
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Perform a Location Transfer for a Child's Record
Usethis exercise to transfer a child's record to a different administrative location.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

3 Child Detail - Microsoft Internet Explorer provided by Covansys
File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

(@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click Transfer History. The Transfer History page displays.
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zoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Transfer History

=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

A vieaits | Damains | Notes.

Child Detail [ Enrollment | Family Members | Health Plans I Social History | EI Status |
Search Filter
Transfer Type LocationHousehold ¥ Start Date d Date
Househald Household ID 121 057192005
Locakion Admin Location 1000/ Admin 1000 05§1'9/2005
1 2 records
" Household Transfer

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ [ |5 @ intemet

3. Click Location Transfer. The Location Transfer page displays.

&

a Location Transfer - Microsoft Internet Explorer provid._. B [=] [E3

Location Description #* I = |
&

Start Date *

—Reset | Close [ Save -

4. Select the Location Description to which to transfer the child's record.
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5. Enter or select the Start Date on which the new location will begin
administration of the child's record. You can click the ¥ icon to select a
date from a calendar. The start date entered or selected must be equal to
or greater than today's date.

6. Click Save.
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Transfer a Child's Record to a Different Household

Usethis exercise to transfer a child's record to a different household from the Child
Detail page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click Transfer History. The Transfer History page displays.
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File Edit Yiew Fa z JTools  Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =

I =m|!i- Domains I i am

Child Detail T Enrollment I Family Members | Health Plans I Social History | EI Status |
Transfer Type LocationHousehold ¥ Start Date d Date
Househald Household ID 121 057192005
Locakion Admin Location 1000/ Admin 1000 05§1'9/2005
1 2 records
" Household Transfer

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ [ |5 @ intemet o

3. Click Household Transfer. The Household Transfer page displays.
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Household Transzfer - Microzoft Internet Explorer pr

File Edit “iew Favoites Tools Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =

("W =Household Transfer
=W child Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

N Heath | Domains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010080
Child Mame sami, child

- Move From Household {Family)

Household ID 121 Head of Household

- Move To Household (Family)
Household ID # ~ Head of Household

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ IR

4. Click the #“ icon displayed to the right of the Household ID field. The
Household ID Search page displays.
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3 Household - Microsoft Intemet Explorer provided by Covansys

Ta petform a search select a search option, enter the search criteria and then select the Search button. The search result may only display
hiausehold with head of househald assigned.

- Household ID Search

- Head of Household —————————— Household ID
Last Name Household ID
{) ; { ’V
First Name

- Home Phone

Phone

Household List

" "Mew Household

5. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

o Last Name (a minimum of 2 characters must be entered)
e First Name

e Household ID (a complete ID must be entered)

e Phone

6. Click Search to perform a search based on the specified filter criteria.
The information displayed in the Household List table is refreshed.

74



Child Information

ousehold Tranzfer - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help

= Back = = - @ @ 7ot | @Search (3] Favarites @Media @ | %- ==

@ =Houschold Transfer
=W Child Name; sami, child - 100010080
SPOEL00D Admin
Home Child Care Management User Options Help Logoff

[Nl Health | Domains | Note

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010080
Child Mame sami, child

- Move From Household {Family)
Household ID 121 Head of Household

- Move To Household (Family)
Household ID # 5 ~ Head of Household Child, Dad

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ [ |5 @ intemet o

7. Inthe Household List table, click the link in the Select column to specify
the household to which you want to transfer the child's record. The
Household Transfer page displays.

8. Click Save.
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Create a New Household during a Household Transfer

Use this exercise to create a new household record while performing a household transfer
from the Child Detail page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click Transfer History. The Transfer History page displays.
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File Edit Yiew Fa z JTools  Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =

I =m|!i- Domains I i am

Child Detail T Enrollment I Family Members | Health Plans I Social History | EI Status |
Transfer Type LocationHousehold ¥ Start Date d Date
Househald Household ID 121 057192005
Locakion Admin Location 1000/ Admin 1000 05§1'9/2005
1 2 records
" Household Transfer

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done [ [ |5 @ intemet o
3. Click Household Transfer. The Household Transfer page displays.
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sehold Transfer - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =

@ =Houschold Transfer

?—Child Name: sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

N Heath | Domains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010080
Child Mame sami, child

- Move From Household {Family)

Household ID 121 Head of Household

- Move To Household (Family)
Household ID # ~ Head of Household

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

&1 Done B | (5D e 4

4. Click the #“ icon displayed to the right of the Household ID field. The
Household ID Search page displays.
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3 Household - Microsoft Intemet Explorer provided by Covansys

Ta petform a search select a search option, enter the search criteria and then select the Search button. The search result may only display
hiausehold with head of househald assigned.

- Household ID Search

Child Information

- Head of Household —————————— Household ID
Last Name r " Household ID
First Name

- Home Phone

Phone

Household List

" "Mew Household

5. Click New Household. The Household Transfer page displays.

3 Household - Microsoft Internet Explorer provided by Covansys

Last Name % MI First Name %

Relationship #* I - I ¥Head of Household

Address *® [ Home Phone .
York Phone

City oOther Phone

State Zip Best Time to Call | - I
Email

Language #* I ;I Interpreter Needed? # = ves " Mo

Role ™ Educational Cecision Maker [~ Primary Contact [ Household Member

Effective Date #* &

Sresee B Ciose N save |

6.
7.
8.

In Last Name, enter the last name of the head of household.
In MI, enter the middle initial of the head of household.

In First Name, enter the first name of the head of household.

79



Missouri First Steps Training Manual

80

9. In Relationship, select the head of household's relationship to the child.

10.In Address, enter the street address information for the head of
household.

11.In Zip, enter the code for the postal zone in which the head of household
resides. When a valid ZIP code is entered, City and State are
automatically updated.

12.In Home Phone, enter the head of household's home phone number.
13.In Work Phone, enter the head of household's work phone number.

14.In Other Phone, enter an alternate phone number at which the head of
household can be reached.

15.In Best Time to Call, select a time frame during which the head of
household prefers to be contacted.

16.In Email, enter the email address at which the head of household can be
reached.

17.In Language, select the primary language spoken by the head of
household.

18.In Interpreter Needed, select the Yes or No radio button to indicate
whether the head of household needs an interpreter to speak the
language selected.

19.1n Role, select the appropriate check boxes to specify one or more roles
that apply to the head of household. Educational Decision Maker,
Primary Contact, and Household Member are the options available.

20.In Effective Date, enter or select the date on which the new head of
household becomes effective for the child. You can click the % icon to
select a date from a calendar.

21.Click Save.



Enrollment Information

View the Details of an Enrollment Period
Use this exercise to display detailed information about a child's enrollment period.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

Child Detail - Microsoft Internet Explorer provided by Covansps

File Edit “iew Favoites Tools Help

= Back = = - @ @ 7ot | @Search (3] Favarites @Media @ | %- ==

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff Site Map

oyl M| Health | Domains |
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA MName Gender #* I vI
o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

[ Back - Save

rvice Coordination Transfer History

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Enrollment tab. The Enrollment List page displays.
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EnrollmentList - Microzoft Internet E xplorer provided

File Edt ‘iew Favaites Tools  Help

= Back - = - @ @ ot | @Search 5] Favarites @Media ®| %v = e

(" =Enroliment List

= Ehild Name: ¥ince, Child - 100010002
SPOE1000 Admin
Child Care Management | User Options

N Health | Domains | Eligibility | Notes |

Child Detail Enrollment r Family Mlembers I Health Plans I Social History | EI Status

Enrollment List

Detail Referral Age At Referral Location Description Enroliment End Enrollment Reason
Date End Date

/'_) 04/12/2005  Z months O days Admin 1000 05/18/2005 Fart B Eligibility Determination in Process
/'_J 03/02/2005 0 months 18 days Admin 1000 04/11/2005 ‘withdrawn by ParentGuardian
1 2 records

¥er: 1.99.0601 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: If no previous enrollments exist for the child, the Enrollment Detail page
(pictured below) displays the current enrollment's information automatically when the
Enrollment tabisclicked. If previous enrollments exist, the Enrollment List: page
displays instead.

Enrollment Detail - Microzoft Internet Explorer provided by Covansys

File  Edit ‘iew ngorites Toolz  Help

Back - = - 2 4] &) | Qi Seach (3] Favoites 7 Media ®| - 5 ==
(@ =Enroliment Detail

~Child Name: Vince, Child - 100010002
SPOE1000 Admin

‘child Care Management User Options

TN Health | Domains | Elgibiity | Notes.

Child Detail Enrollment r Family Members I Health Plans I Social History | EI Status

Enrollment From 04/12/2005 To 05/13/2005 Reason Part B Eligibility Determination in Process

Detail Referral Source Referred By A Referral Referra pe
Date
§o)

Parent Father, Dad 04/12/2005 Internal

1 1 records

“End Enrollment ¥iew Eligibility History

¥Yer: 1.99.0601 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy
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3. View the following information about the current enrollment:
« Enrollment From
e ToO
e Reason

4. In the columns of the Referral List table, view the following information for
each enrollment record:

e Detail

« Referral Source
o Referred By

« Referral Date

o Referral Type

+Tip: You can click the +* icon in the Detail column to display detailed referral source
information for the current enrollment.
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Add a Referral Source for an Enrollment Period
Use this exercise to enter referral source information for a child's enrollment period.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

3 Child Detail - Microsoft Internet Explorer provided by Covansys
File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

(@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click the Enrollment tab. The Enroliment Detail page displays.




Enrollment Information

ollment Detail ozoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=

@ =Enroliment Detail

Ehild Name: sami, child - 100010080
SPDEL000 Admin

Home Child Care Management User Options Help Logoff

Child Detail l Enroliment I Family Members | Health Plans I Social History | EI Status |
Enrollment From 05/19/2005  To Reason

Referral Source Referred By A Referral Referra ne
Date

o Parent goober, 05/19/2005 Internal

1 records
Add Referral
End Enrollment

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click Add Referral. The Referral Detail page displays.

a Refemal Detail - Microsoft Internet Explorer provided by Covansys

Referral Source # |Parent =] Referral Date #* &
Referring Person
Last Name # First Mame
Phone #* Email
Reason #* ;
=

Referral Created Date

[ Reset " Close J§ Save |

4. Select the Referral Source.
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5. Enter or select the Referral Date. You can click the % icon to select a
date from a calendar.

Enter the referrer's Last Name.
Enter the referrer's First Name.
Enter the referrer's Phone number.

© ® N O

Enter the referrer's Email address.
10. Enter the Reason for the referral.
11.Click Save.
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End a Child's Enrollment
Usethis exercise to end a child's enrolIment.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

il Edit Miew Favoites Tools  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- = |

(@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Chlla "Health | Domains | Note

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Active
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

[ Back i Save

Transfer History

“Service Coordination

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click the Enrollment tab. The Enrollment List page displays.

«Tip: If no previous enrollments exist for the child, the Enrollment Detail page displays
the current enrollment's information automatically when the Enrollment tab is clicked.
If you are already on the Enrollment Detail page, you can skip the next step.

3. Click the Detail icon next to a specific enrollment in the Enrollment List
table. The Enrollment Detail page displays.
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3 Enroliment Detail icrozoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=

@ =Enroliment Detail
E‘!—' Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Child Detail l Enroliment I Family Members | Health Plans I Social History | EI Status |
Enrollment From 05/19/2005  To Reason
Referral Source Referred By A Referral

Date

o Parent goober, 05/19/2005 Internal

1 1 records
Add Referral
End Enrollment

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Click End Enrollment. The End Enroliment page displays.

a End Enrollment - Microsoft Internet Explorer provided by Covansps

&

End Enrollment Date #*
Reason #*® ;l

—Reset | Close ' Save -

5. Enter the End Enrollment Date. You can click the % icon to select a date
from a calendar.
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«Tip: Oncean enrollment is ended and the record is saved, the End Enrollment Date
text box cannot be updated or changed.

6. Select a Reason for ending the enrollment.
7. Click Save.
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View the Family Member List
Use thisexercise to view alist of a child's family members.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific

child record. The Child Detail page displays.

ed by Covansys

File  Edit Yiew

Favoites  Tools  Help

= Back = = - @ @ 7ot | @Search (3] Favarites @Media @ | %- ==

W8 =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

[Nl Health | Domains

Site Map

Intake Coordinator Intake Coordinatorl, Spoe 1000

IFSP Date Annual Review Due 6 Month Review Due
Service Coordinator  Special Instruckion, Provider Phone
Phone

Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA MName Gender #* hd
o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?
- Early Intervention Status
Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)

999-099-5555
999-099-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

Yer: 1.99

“Service Coordination

Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

[ Back - Save

Privacy Policy

2. Click the Family Members tab. The Family Members page displays.
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ily Member List - Microsoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help

$aBack + = - 2 (2] | Q) Seach  [F]Favoites GifMedia o4 | By S =l
@ =Family Members

_“ Ehild Name: sami, child - 100010080
“SPOE1000 Admin
Home Child Care Management User Options Help Logoff

hilc Health Domains m
Child DEtEIIl | Enrollment | Family Members I Health Plans I Social History | EI Status |
Search Filter
W Show Active Only
Famlly Member List (¥)
A | ast Name Member Role Relationship Status
,.) gomer Primary Contact, Household member Father Ackive
,.) sami child Househald member Child Active
1 2 records
‘Add Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: Under Search Filter, you can select the Show Active Only check box to display
only currently active family membersin the Family Member List table. When the
check box is selected or cleared, the information displayed in the Family Member List
table is refreshed.

3. View the child's family members in the Family Member List table.

€Note: Each active family member who is assigned the role of educational decision
maker is highlighted in the Family Member List table.
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Enter Information about a Family Member
Use this exercise to enter information about a family member.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Yer: 1.99

olyill.M| Health | Domains || Notes
Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth # N Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?
- Early Intervention Status
Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due
Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555
- Primary Contact
MName goober, Relationship Father
Phone 913-555-5555 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
“Service Coordination Transfer History " Back [ Save |

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy

2. Click the Family Members tab. The Family Members page displays.
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amily Member List - Microsoft Internet Explorer provided by Covansys

File  Edit Miew F_Qvorites TJool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media 3 | I%- &=
@ =Family Members

=@ Child Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Child DEtEIIl ] Enrollment T Famllv Memhers l Health Plans I Social History | EI Status |
Search Filter
W Show Active Only
Famlly Member List
A | ast Name Member Role Relationship Status
,J gomer Primary Contact, Household member Father Ackive
/".) sami child Househald member Child Active
1 2 records
‘Add Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click Add Member. The Family Member Detail page displays.
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mily Member Detail - Microzoft Internet Explorer provided by Covansyps

File Edit Miew Favoites Tool:  Help

| s= Back = = - @ @ ﬂﬁ | @Search ] Favarites @Media @ | %' .’—5 g J%

? amily Member Detail
=% " child Name: sami, child - 100010080

SPOELO00 Admin

Home Child Care Management User Options Help Logoff

M Health | Domains

Child Detail | Enrollment | Family Members Health Plans | Social History | EI Status |
- Family Member Detail
Household - Family Member ID  Mew
Last Name #* MI First Name %
Birth Date W Relationship #* I -I
[" Use HOH Address Email
Address Home Phone
¥ork Phone
City Other Phone
State Zip Best Time to Call I - !
County #* P School District # -~
Bt Education I - I
Language | =| Employed? " es O Mo
Interpreter Needed? " ¥es (Mo Employer Mame
Primary mode of communication E:::i;;g Child " ¥es Mo
Member Role
- i o
Member Effective Date # 052002005 N Member End Date L
Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

Enter the family member's Last Name.
Enter the family member's middle initial in MI.
Enter the family member's First Name.

N o o bk

Enter or select the family member's Birth Date. You can click the % icon
to select a date from a calendar. This information is required only when
the family member is a child.

8. Select the family member's Relationship to the child.

«Tip: Select the Use HOH Address check box to indicate that the family member
resides at the same address as the head of the child's household. When Save is clicked,
the Address, City, State, Zip, and County fields are automatically filled in with the
information stored for the active family member who has been assigned the role of Head
of Household. If an active head of household does not exist, selecting the check box has
no effect.
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9. Enter the street Address at which the family member resides.

10. Enter the ZIP code for the postal zone in which the family member is
resides. When a valid ZIP code is entered, City and State are
automatically updated. The ZIP code is required information for family
members who are designated as Head of Household or Educational
Decision Maker.

11.1f the family member is the child, select the County (from County Search).
If the family member is not a child, this information cannot be specified.

12.Enter the Email address used to contact the family member. A valid email
address format must be entered.

13.Enter the Home Phone number used to contact the family member. This
is required information if the family member is designated as the primary
contact.

14.Enter the Work Phone number used to contact the family member.

15. Enter an alternate telephone number at which the family member can be
reached in Other Phone.

16.Select the Best Time to Call the family member.

17.1f the family member is a child, select the School District (from School
District Search). If the family member is not a child, this information
cannot be specified.

18. Enter the family member's social security number in SS#.
19. Select the family member's Education level.

20. Select the Language primarily spoken by the family member. This is
required information for family members who are designated as Head of
Household or Educational Decision Maker.

21.Select the Yes or No radio button in Interpreter Needed to indicate
whether the family member requires an interpreter. This is required
information for family members who are designated as Head of Household
or Educational Decision Maker.

22.Enter the primary way in which the family member communicates in
Primary Mode of Communication.

23.Select the Yes or No radio button to indicate whether the family member
is Employed.

24.Enter the name of the family member's employer in Employer Name.

25.Select the Yes or No radio button to indicate whether the family member
is Paying Child Care

26.Enter or select the date on which the individual became a member of the
family in Member Effective Date. You can click the % icon to select a
date from a calendar.



Family Member Information

€Note: Entering or selectingaMember End Date and clicking Save will inactivate the
family member. Once afamily member has been inactivated, no changes can be made to
the family member's record, and the family member's record cannot be reactivated.

27.Click Save.
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Specify a Family Member's Role in a Family
Use this exercise to specify afamily member'srolein afamily.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click the Family Members tab. The Family Members page displays.
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ily Member List - Microsoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help
= Back - = - @ B 7t | @Search (%] Favarites @Media @ | I%- &=
=Family Members

__" Ehild Name: sami, child - 100010080
“SPOE1000 Admin
Home Child Care Management User Options Help Logoff

[WIEW| Health | Domains | Notes
Child Detail | Enrollment | Family Members I Health Plans I Social History | EI Status |
Search Filter
W Show Active Only
Famlly Member List (¥)
A | ast Name Member Role Relationship Status
,.) gomer Primary Contact, Household member Father Ackive
,.) sami child Househald member Child Active
1 2 records
‘Add Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: Under Search Filter, you can clear the Show Active Only check box to display
both active and inactive family member records in the Family Member List table.
When the check box is selected or cleared, the information displayed in the Family
Member List tableis refreshed.

3. Click the + icon in the Detail column for a specific family member. The
Family Member Detail page displays.
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amily Member Detail - Microzoft Internet Explorer provided by Covansyps

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- = |

%@ =Family Member Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Chlla "Health | Domains | Note

Child Detail | Enrollment | Family Members I Health Plans | Social History | EI Status |

- Family Member Detail
Household - Family Member ID  121-2

Last Name # gomer MI First Mame #* dad
Birth Date W Relationship # Father
[" Use HOH Address Email
Address . Home Phone 913-555-5555
¥ork Phone
City Other Phone

State Zip Best Time to Call I - i
S5% Education I - I

Language | =] Employed? " ¥as  Ma
Interpreter Needed? " ¥es Mo Employer Mame
Primary mode of communication E::’li:r;g i i ¥es (N
Member Role Primary Contact, Household member
L
Member Effective Date #  ([05/19/2005 Member End Date L
Family Member Role” [l Add Member Income | Reset W Back [l Save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

€Note: Each active family member who is assigned the role of Educational Decision
Maker ishighlighted in the Family Member List table.

Click Family Member Role. The Family Member Role page displays.

5. Under Family Member's Current Role, select one or more of the
following check boxes to indicate the family member's role(s) within the
family:

o Head of Household

« Educational Decision Maker
e Primary Contact

e Household Member
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&Note: A family member can have multiple roles. Both the role of Head of Household
and therole of Primary Contact must be assigned to at least one family member
associated with the child at all times. In addition, neither the role of Head of Household
nor therole of Primary Contact can be assigned to more than one family member at a
giventime. The Head of Household and Primary Contact roles are removed by the
system from the existing family member when a new family member is assigned the role.
An end date is added to the Head of Household role assignment that is minus one day of
the new role assignment for the family member. Y ou must have all required information
entered and saved before that family member can be assigned as Head of Household or
Educational Decision Maker.

6. Click Save.
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End a Family Member's Record
Use this exercise to end a family member's record.

€Note: Once afamily member has been inactivated, no changes can be made to the
family member's record, and the family member's record cannot be reactivated.

Complete the following steps to finish this exercise:

1. On the Child List page, click the + icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys
File Edit “iew ngorites Tools  Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

("W =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans I Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

R TOBTAERE TRERETEF YTy “Back || Save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Family Members tab. The Family Members page displays.
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ily Member List - Microsoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help
= Back - = - @ B 7t | @Search (%] Favarites @Media @ | I%- &=
=Family Members

__" Ehild Name: sami, child - 100010080
“SPOE1000 Admin
Home Child Care Management User Options Help Logoff

[WIEW| Health | Domains | Notes
Child Detail | Enrollment | Family Members I Health Plans I Social History | EI Status |
Search Filter
W Show Active Only
Famlly Member List (¥)
A | ast Name Member Role Relationship Status
,.) gomer Primary Contact, Household member Father Ackive
,.) sami child Househald member Child Active
1 2 records
‘Add Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: Under Search Filter, you can clear the Show Active Only check box to display
both active and inactive family member records in the Family Member List table.
When the check box is selected or cleared, the information displayed in the Family
Member List tableis refreshed.

3. Click the + icon in the Detail column for a specific family member. The
Family Member Detail page displays.
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amily Member Detail - Microzoft Internet Explorer provided by Covansyps

Fle Edit Wiew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=

%@ =Family Member Detail
E‘!—' Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

ofyll[:W| Health | Domains | Notes
Child Detail | Enrollment | Family Members I Health Plans I Social History | EI Status |
- Family Member Detail
Household - Family Member ID  121-2
Last Name # gomer MI First Mame #* dad
Birth Date W Relationship # Father
[" Use HOH Address Email
Address . Home Phone 913-555-5555
¥ork Phone
City Other Phone
State Zip Best Time to Call I - i
So# Education I - I
Language | ;I Employed? " Wes Mo
Interpreter Needed? " ¥es Mo Employer Mame
Primary mode of communication E::’li:r;g i i ¥es (N
Member Role Primary Contact, Household member
T L
Member Effective Date #  ([05/19/2005 Member End Date L
Family Member Role i Add Member Income | Reset W Back [l Save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

€Note: Each active family member who is assigned the role of Educational Decision
Maker ishighlighted in the Family Member List table.

4. Enter or select the date on which to end the family member's record in
Member End Date. You can click the % icon to select a date from a
calendar.

€Note: A Member End Date cannot be entered for afamily member who is currently
assigned the role of Head of Household. If you need to end the record for afamily
member's who is currently designated as the Head of Household, you must first remove
the Head of Household role from the family member and assign anew Head of
Household within the family.

5. Click Save.
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Enter a Family Member's Income

Use this exercise to enter afamily member's income information from the Family
Member Detail page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

icrosoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Site Map

N Heath | Domains | Notes |

Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status
Referral Date 051972005

Eligibility Determination Date

45-Day Timer 2 Dayis)

IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
- Primary Contact

MName goaber, Relationship Father

Phone 913-555-5555 Email
- Medicaid

Medicaid Eligible Undetermined MC+ Eligible Undetermined

Yer: 1.99

“Service Coordination

Transfer History

[ Reset 1 Back " Save |

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy i

2. Click the Family Members tab. The Family Members page displays.
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ily Member List - Microsoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help
= Back - = - @ B 7t | @Search (%] Favarites @Media @ | I%- &=
=Family Members

__" Ehild Name: sami, child - 100010080
“SPOE1000 Admin

Home Child Care Management User Options Help Logoff

[WIEW| Health | Domains | Notes
Child Detail | Enrollment | Family Members I Health Plans I Social History | EI Status |
Search Filter
W Show Active Only
Famlly Member List (¥)
A | ast Name Member Role Relationship Status
,.) gomer Primary Contact, Household member Father Ackive
,.) sami child Househald member Child Active
1 2 records
‘Add Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: Under Search Filter, you can clear the Show Active Only check box to display
both active and inactive family member records in the Family Member List table.
When the check box is selected or cleared, the information displayed in the Family
Member List tableis refreshed.

3. In the columns of the Family Member List table, view the following
information for each family member:

e Detail

e Last Name

e First Name

« Member Role
e Relationship
o Status
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€Note: Each family member who has been assigned the role of educational decision
maker is highlighted in the Family Member List table.

4. Click the icon in the Detail column for a specific family member. The
Family Member Detail page displays.

mily Member Detail - Microzoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

%@ =Family Member Detail
=W child Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

A veaits | Domains | Notes.

Child Detail | Enrollment | Family Members I Health Plans | Social History | EI Status |

- Family Member Detail

Household - Family Member ID  121-Z

Last Name # |on.. MI First Mame #* dad
Birth Date [ Relationship *® Father
[ Use HOH Address Email
Address . Home Phone 913-555-5555
Work Phone
City Other Phone

State Zip Best Time to Call I - i
S5% Education I - I

Language | =| Employed? " Wes O Mo
Interpreter Needed? " es Mo Employer Name
Primary mode of communication E::'.i:l;g Child  ¥es  No
Member Role Primary Contact, Household member
oy
Member Effective Date #® 05/19/2005 Member End Date L
Family Member Role | Add Member Income m m m

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

5. Click Add Member Income. The Income Detail page displays.
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3 Income Detail - Microsoft Internet Explorer provided by Covansys

Family Member #* IgnmerJ dad -I

Effective Date #% [5iz0fznns W End Date

(,S;a

Income

Income Type Yearly
WagesFess/Commissions/Tips 0,00 $0.00 $0.00
Social Security SDDD :$ 0.00 l$ 0.00
Dividertsinterest .s'ﬁluj :$ 0.00 '$ 0.00
Unemploymert Compensation l §0.00 : $0.00 l §0.00
AlimaryChild Support ls'h.uu' :$D.DD l$D.DD
Cartribution from non Household members SDDD :$ 0.00 l$ 0.00
Others 0,00 1$0.00 $0.00
Tatals $0.00 $0.00

Resee B Close B save |

6. Enter or select the date on which the family member began earning the
income in Effective Date. The default is today's date. You can click the
% icon to select a date from a calendar. The date specified must be equal
to or greater than the family member's effective date. Dates in the past
are accepted.

€Note: Entering or selecting an End Date and clicking Save will inactivate the income
record. Once an income record has been inactivated, no changes can be made to the
income record, and the income record cannot be reactivated.

7. In the columns of the Income table, complete the following information for
the applicable income type(s):

« Amount
¢ How Often

€Note: Monthly, Yearly, and Annual are calculated automatically by the system based
on the Amount and How Often specified..

8. Click Save.
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View a Family Income List
Use thisexercise to view alist of incomes for afamily.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

Child Detail - Microsoft Internet Explorer provided by Covansps

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @l% = |

@ =Child Detail
=% " child Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click the Family Members tab. The Family Members page displays.
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amily Member List - Microsoft Internet Explorer provided by Covansys

File  Edit Miew F_Qvorites TJool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media 3 | I%- &=
@ =Family Members

=@ Child Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Child DEtEIIl ] Enrollment T Famllv Memhers l Health Plans I Social History | EI Status |
Search Filter
W Show Active Only
Famlly Member List
A | ast Name Member Role Relationship Status
,J gomer Primary Contact, Household member Father Ackive
/".) sami child Househald member Child Active
1 2 records
‘Add Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click Family Income. The Family Income page displays.
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amily Income - Microsoft Internet Explorer provided by Covansys

Fle Edit \iew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=

"# =Family Income
=& child Name: sami, child - 100010080

SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Child Detail | Enrollment | Family Members I Health Plans I Social History | EI Status |

= ) =
¥ crecive s | Endte
-~ dad

gomer 05/20/2005 $95,000.00

1 1 records
Annual Family Income Total  $55,000.00 Add Member Income

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. View the list of family members' income records in the Family Income
table.

+Tip: You can click the ~* icon in the Detail column to display detailed income
information. The Income Detail page displays when clicked.
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End a Family Member's Income Record
Use this exercise to end a family member's income record from the Family Income page.

£Note: Once an income record has been inactivated, no changes can be made to the
income record, and the income record cannot be reactivated.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys
File Edit “iew Favoites Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Family Members tab. The Family Members page displays.
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amily Member List - Microsoft Internet Explorer provided by Covansys

File  Edit Miew F_Qvorites TJool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media 3 | I%- &=
@ =Family Members

=@ Child Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

[[Feath [ Domains | Notes.

Child Detail ] EnrullmentT Family Members l Health Plans I Social History | EI Status |

Search Filter

W Show Active Only
Famlly Member List
A | ast Name Member Role Relationship Status
,J gomer Primary Contact, Household member Father Ackive
/".) sami child Househald member Child Active
1 2 records
‘Add Member

Family Income

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click Family Income. The Family Income page displays.
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ily Income - Microsoft Internet Explorer provided by Covansys

Fle Edit \iew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=

@ =Family Income
=& child Name: sami, child - 100010080

SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieat | Domains | Notes |

Child Detail | Enrollment | Family Members I Health Plans I Social History | EI Status |

= ) =
¥ crecive s | Endte
-~ dad

gomer 05/20/2005 $95,000.00

1 1 records
Annual Family Income Total  $55,000.00 Add Member Income

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. In the columns of the Family Income table, view the following information
for each income record:

e Detail

o Last Name

e First Name

o Effective Date
« End Date

e Annual Income

5. Click the #~ icon in the Detail column for a specific income record. The
Income Detail page displays.
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3 Income Detail - Microsoft Internet Explorer provided by Covansys

Family Member #* gomer, dad
Effective Date #® 05/20/2005 End Date

(,S;a

Income
Income Type Yearly
WagesFessiCommissions/Tins $95000.00 1$7,916,67 £95,000.00
Social Security 0,00 1$0.00 §0.00
Dividertsinterest 0,00 IYearIy - [ 1$0.00 §0.00
Unemploymert Compensation §0.00 I Yearly = [ 1$0.00 §0.00
AlimonyiChild Supgport $0.00 IYearIy .[ $0.00 §0.00
Cortribution from non Household members SDDD .IYBE"'W T - [ :$ 0,00 l$ 0.00
Others $0.00 [realy =1 0.0 $0.00
Tokals $7,916.67 $95,000.00

Resee B Close B save |

6. Enter or select the date on which the family member ceased to earn the
income in End Date. You can click the % icon to select a date from a
calendar.

7. Click Save.
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Transfer a Child's Record to a Different Household from Family
Member Detail

Use this exercise to transfer a child's record to a different household from the Family
Member Detail page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys
File Edit View

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

Favortes  Tools  Help

(@ =Child Detail

g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members

Help  Logoff

|. Health Plans | Social History | EI Status |

Child ID 100010050 Child Status Ackive
Previous ID MO State ID

Last Name #* |sami MI First Name % child

AKA Mame Gender #* Iﬁ
Date of Birth # G Chronological Age Adjusted Age

I :I' Date :*?

Parental Consent Obtained for Eval/Assessment

Race #* =1
Ethnicity =1

Language

Interpreter Needed?

- Early Intervention Status

Referral Date
IFSP Date

Service Coordinator

Intake Coordinator

05/19/2005

Eligibility Determination Date
Annual Review Due

Sperial Instruction, Provider
Intake Coordinatorl, Spoe 1000

45-Day Timer 2 Day(s)

& Month Review Due

Phone 999-299-G365

Phone 999-299-5365

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

Yer: 1.99

“Service Coordination

Transfer History

[ Reset Q' Back " Save |

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy [

2. Click the Family Members tab. The Family Members page displays.
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ily Member List - Microsoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help
= Back - = - @ B 7t | @Search (%] Favarites @Media @ | I%- &=
=Family Members

__" Ehild Name: sami, child - 100010080
“SPOE1000 Admin
Home Child Care Management User Options Help Logoff

[WIEW| Health | Domains | Notes
Child Detail | Enrollment | Family Members I Health Plans I Social History | EI Status |
Search Filter
W Show Active Only
Famlly Member List (¥)
A | ast Name Member Role Relationship Status
,.) gomer Primary Contact, Household member Father Ackive
,.) sami child Househald member Child Active
1 2 records
‘Add Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: Under Search Filter, you can clear the Show Active Only check box to display
both active and inactive family member records in the Family Member List table.
When the check box is selected or cleared, the information displayed in the Family
Member List tableis refreshed.

3. click the +? icon in the Detail column for the child in the Family Member
List table. The Family Member Detail page displays. You must click on
the + icon for the child to have access to the Household Transfers option.
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amily Member Detail crosoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

™ amily Member Detail
;" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN resitn | Domains | Notes |

Child Detail | Enrollment | Family Members I Health Plans | Social History | EI Status |
- Family Member Detail

Household - Family Member ID  121-1

Last Name * | ..., MI First Mame # child

Birth Date W Relationship # Child

[" Use HOH Address Email
Address Home Phone 913-555-5555
¥ork Phone

City Other Phone

State Zip Best Time to Call I - i

County #* Johnson J") School District # none /")

Bt [ Education I - I

Language | =l

Interpreter Needed? " es O Mo

Primary mode of communication

Member Role Household member

Member Effective Date #* 05/19/2005

Family Member Role | Add Member Income [ Household Transfers m m m

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Click Household Transfers. The Household Transfer page displays.
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ouszehold Transfer - Microsoft Internet Explorer ided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- = |

@ =Houschold Transfer

¥~ Ehild Name: sami, child - 100010080
POE1000 Admin
Home Child Care Management User Options Help Logoff

Chlla "Health | Domains | Note

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child 1D 100010080
Child Mame sami, child

- Move From Household (Family)
Household ID 121 Head of Household

- Move To Household {Family)
Household ID # ,—J Head of Household

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

5. Click the # icon displayed to the right of the Household ID. The
Household ID Search page displays.
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3 Household - Microsoft Intemet Explorer provided by Covansys

Ta petform a search select a search option, enter the search criteria and then select the Search button. The search result may only display
hiausehold with head of househald assigned.

- Household ID Search

- Head of Household —————————— Household ID
Last Name Household ID
{) ; { ’V
First Name

- Home Phone

Phone

Household List

" "Mew Household

6. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

o Last Name (a minimum of 2 characters must be entered)
e First Name

e Household ID (a complete ID must be entered)

e Phone

7. Click Search to perform a search based on the specified filter criteria.
The information displayed in the Household List table is refreshed.
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3 Household - Microsoft Intemet Explorer provided by Covansys

Ta petform a search select a search option, enter the search criteria and then select the Search button. The search result may only display
hiausehold with head of househald assigned.

- Household ID Search

- Head of Household —— Household ID
& Last Name  [child r " Household ID
First Mame

- Home Phone

Phone

[ = [
W A Household Head of Household
D
elect | 5

Child, Dad G16-123-1234 Jackson 123 W 123rd Skreet KAMSAS CITY, MO 64101

1 1 records

New Household

8. In the Household List table, click the link in the Select column to specify
the household to which you want to transfer the child's record. The
Household Transfer page displays.

9. Click Save.
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View the Health Plan List
Use thisexercise to view alist of health plansin which afami

Complete the following steps to finish this exercise:

ly has enrolled.

1. On the Child List page, click the +~ icon in the Detail column for a specific

child record. The Child Detail page displays.

ed by Covansys

File  Edit Yiew

Favoites  Tools  Help

= Back = = - @ @ 7ot | @Search (3] Favarites @Media @ | %- ==

W8 =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

[Nl Health | Domains

Site Map

Intake Coordinator Intake Coordinatorl, Spoe 1000

IFSP Date Annual Review Due 6 Month Review Due
Service Coordinator  Special Instruckion, Provider Phone
Phone

Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA MName Gender #* hd
o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?
- Early Intervention Status
Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)

999-099-5555
999-099-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

Yer: 1.99

“Service Coordination

Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

[ Back - Save

Privacy Policy

2. Click the Health Plans tab. The Health Plans page displays.
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ealth Plan List - Microzoft Internet Explorer provided by Covansys

File  Edit Miew F_Qvorites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media 3 | I%- &=

@ =Health Plans
=% —child Name: sami, child - 100010080

SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Child Detail ] Enrollment -I Family Members | Health Plans l Social History | EI Status |
Detail Health Plan V¥ Effective d Date
Date

P gomer, dad Insurance/PRU Plus 05§20/2005

1 1 records
Add Insurance Add Medicaid AddMC+

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. View the list of health plans in the Health Plan List table.

«Tip: You can click the ~* icon in the Detail column to view detailed health plan
information. The page that displaysis based on the type of health plan selected.
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Enter Health Insurance for a Family Member
Use this exercise to enter health insurance for afamily member.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

ild Detail - Microsoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

(@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click the Health Plans tab. The Health Plans page displays.
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ealth Plan List - M zoft Internet Explorer provided by Covansys

File  Edit Eiéw F_Qvorites Tool:  Help
= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- 5 =
@ =Health Plans

P =Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Child Detail r Enrollment T Family Members | Health Plans l Social History |: EI Status |

Detail Heatlth Plan Effectr d Date
Date

,':_J gomer, dad Insurance/PRU Plus 05§20/2005

1 1 records
Add Insurance Add Medicaid AddMC+

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click Add Insurance. The Health Insurance page displays.
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Health Plan Information

- Insurance Carrier Search

Insurance Carrier Name

Insurance Carrier List

Insurance Carrier %

Insurance Type I

Address

City

State Zip
Policy Billing Order #* I = I
ERISA |

Insured's Name #*
Policy /Member Id #
Group Name

Group &

Phone

Fax

Email

Date #

—

'®To @

“reser B close [ save |

4. InInsurance Carrier Name, enter at minimum the first 2 characters of the
insurance carrier's name. You can enter more than 2 characters as

necessary.

5. Click Search. The Insurance Carrier List table refreshes and displays
the carriers that meet the search criteria entered in Insurance Carrier

Name.
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Health Insurance - Microzoft Internet Explorer provided by Covansys

- Insurance Carrier Search

Insurance Carrier Name pru m

Insurance Carrier List

| Select | A insurance CarrierName
BelEEE

PRU Plus B816-525-1212 800-641-9000
FEEET Prucare HMO B16-525-1212 800-641-9000
FEEE Prucare HMO B16-525-1212 800-641-9000
FEEE Pruchoice B16-525-1212 800-641-9000
HEEE  Prudential (Managed HealthCare, Indemnity, POS, 816-525-1212 800-641-9000
1 11 records |
Insurance Carrier % Insured's Name #* | -I
Insurance Type I ;I Policy /Member Id #
Address Group Name
Group &
City Phone
State Zip Fax
Email
Policy Billing Order *I vl Date #* & Ta (%]
ERISA | =1

“reser B close [ save |

6. Inthe Insurance Carrier List table, click link in the Select column to
indicate the name of the insurance carrier. The page refreshes to display
specific information about the carrier selected.

Health Insurance - Microsoft Internet Explorer provided by Covansys

Insurance Carrier Search

Insurance Carrier Mame pru

Insurance Carrier List

m A Insurance Carrier Name
elect

PRU Plus 816-525-1212 800-641-9000
FEEET Prucare HMO B16-525-1212 800-641-9000
FEEE Prucare HMO B16-525-1212 800-641-9000
FEEE Pruchoice B16-525-1212 800-641-9000
HEEE  Prudential (Managed HealthCare, Indemnity, POS, 816-525-1212 800-641-9000 ;
1 11 records |
Insurance Carrier % Insured's Name #* | 'I
Insurance Type I ;I Policy /Member Id #
Address Group Name
Group &
City Phone
State Zip Fax
Email
Policy Billing Order *I vl Coverage Date #* & Ta &
ERISA | =1

“reser B close [ save |
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7. Select the Insurance Type.
8. Select the Insured's Name.

9. Enter the identification number for the insurance policy in Policy/Member
ID Number.

€Note: Once Saveis clicked, the Policy/Member 1D Number cannot be updated.

10. Enter the name of the entity through which the family member got the
insurance policy in Group Name.

11.Enter the identification number of the entity through which the family
member got the insurance policy in Group #.

12.Select the order in which the insurance policy is billed in Policy Billing
Order.

13.Enter or select the date on which the insurance coverage begins in Date.
You can click the % icon to select a date from a calendar. Dates in the
past are accepted.

€Note: Entering or selecting an end date in To and clicking Save will inactivate the
insurance policy record. Once an insurance policy record has been inactivated, no
changes can be made to the insurance policy record, and the insurance policy record
cannot be reactivated.

14.Select the ERISA (Employee Retirement Income Security Act) status.

«Tip: Ask the participant if their private insurance is an ERISA plan. If this
information is unknown, please mark the status as non-ERISA. ERISA isthe Employee
Retirement Income Security Act of 1974, or a Federal law that establishes legal
guidelines for private pension plan administration and investment practices. ERISA isa
major U.S. law that guarantees certain categories of employees a pension provided by
their employer after a certain period of employment.

15.Click Save.
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Enter Medicaid Information for a Family Member
Use this exercise to enter Medicaid information for afamily member.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

3 Child Detail - Microsoft Internet Explorer provided by Covansys
File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

(@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click the Health Plans tab. The Health Plans page displays.
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ealth Plan List - M zoft Internet Explorer provided by Covansys

Fle Edit View Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=
(" =Health Plans

Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Child Detail | Enrollment ] Family Members | Health Plans l Social History | EI Status |

Date
,’J gomer, dad Insurance/PRU Plus 05§20/2005

1 1 records
Add Insurance Add Medicaid AddMC+

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click Add Medicaid. The Medicaid Information page displays.

3 Medicaid Information - Microsoft Internet Explorer provided by Covansys

Medicaid Eligibility Checked? % (™ yes ¢ No ¢ Declined MRDD enrolled? ves Mo Declined
Medicaid Eligible? #* es Mo Unknown BSHCN entolled? ¢ ves Mo Declined
Medicaid

Medicaid Enrolled? #* = yes Mo Unknown Medicaid /DCN Number

Effective Dates [ & Ta W

Parent/Guardian Accepted Assistance for Enrollment? " ves ¢ No

“resec B close | save |
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4. Select one of the following options for Medicaid Eligibility Checked?:

e« Yes
¢ No
o Declined

. Select one of the following options for Medicaid Eligible?:

e« Yes
¢ No
e Unknown

. Select one of the following options for MRDD Enrolled?:

e« Yes
¢ No
o Declined

. Select one of the following options for BSHCN Enrolled?:

e Yes
¢ No
o Declined

. Select one of the following options for Medicaid Enrolled?:

e« Yes
¢ No
e Unknown

10. Enter the Medicaid/DCN Number.
11.Enter or select the date on which the insurance coverage begins in

Effective Dates. You can click the ¥ icon to select a date from a
calendar. Dates in the past are accepted.

€Note: Entering or selecting an end datein To and clicking Save will inactivate the
insurance policy record. Once an insurance policy record has been inactivated, no
changes can be made to the insurance policy record, and the insurance policy record
cannot be reactivated.
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12. Select one of the following options for Parent/Guardian Accepted
Assistance for Enrollment:

e« Yes
¢ No
13.Click Save.
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Enter MC+ Information for a Family Member
Use this exercise to enter MC+ information for afamily member.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=
Child Detail

=W child Name; sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click the Health Plans tab. The Health Plans page displays.
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Health Plan List - Microsoft Internet Explorer provided by Covansys

Fle Edit View Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=
Health Plans

;‘-‘ Ehild-Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

[WIEM| Health | Domains | Notes
Child Detail | Enrollment ] Family Members | Health Plans l Social History | EI Status |
Detail Health Plan Effe: d Date
ate
,’J gomer, dad Insurance/PRU Plus 05§20/2005
1 1 records
Add Medicaid

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click Add MC+. The MC+ Information page displays.

j MC+ Information - Microsoft Internet Explorer provided by Covansyps

MC+ Eligible? # ¢ Yes (Mo ¢ Declined MC+ Enrolled? #* ¢ Yes ¢ Mo ¢ Unknown
MC+ID Number | Date : & 1o &
Case Manager Contact Information
Last Name MI First Name
Address Phone
Fax
Ciky Email
State Zip

“resee B Close B sove |
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4. Select one of the following options from MC+ Eligible?:

Yes
No
Declined

6. Select one of the following options from MC+ Enrolled?:

Yes
No
Unknown

7. Enter an MC+ ID Number.

8. Enter or select the date on which the insurance coverage begins in Date.
You can click the ¥ icon to select a date from a calendar. Dates in the
past are accepted.

€Note: Entering or selecting an end datein To and clicking Save will inactivate the
insurance policy record. Once an insurance policy record has been inactivated, no
changes can be made to the insurance policy record, and the insurance policy record
cannot be reactivated.

9. Under Case Manager Contact Information, complete the following
information:

Last Name
MI

First Name
Address
ZIP

Phone
Fax

Email

«Tip: OnceaZlP codeis entered, the City and State are automatically displayed as
read-only information.

10.Click Save.

135







Social History Information

Enter the Social History Interview Date
Use this exercise to enter the social history interview date.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help

= Back = = - @ @ 7ot | @Search (3] Favarites @Media @ | %- ==

("W =Child Detail

=W child Name;: sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

[Nl Health | Domains | Note

Site Map

Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA MName Gender #* I vI
o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005

Eligibility Determination Date

45-Day Timer 2 Dayis)

IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
- Primary Contact

MName goaber, Relationship Father

Phone 913-555-5555 Email
- Medicaid

Medicaid Eligible Undetermined MC+ Eligible Undetermined

Yer: 1.99

“Service Coordination

Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

[ Back - Save

Privacy Policy

2. Click the Social History tab. The Social History page displays.
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3 ocial History - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %v = |

@ =Social History
= Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

et Health | Domains

Child Detail | Enrollment | Family Members Health Plans | Social History [ EI Status

Review of Referral with Family
Neonatal

Physicians seen in the last 12 months
Health Summary
Medication/Equipment /Supplies

Immunizations
Developmental Milestones

Ll
|
L
Ll
Ll
Lt
Ll

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Review of Referral with Family link. The Review of Referral
with Family page displays.
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; Review of Referral with Family - Microzoft Internet Explorer provided by Covanzyps

Feview the reasonis) for the referral with the Family members, Include medical conditions/needs requiring
assistance, Does the Family agree with the referral? Do they see things differently? IF the Family has concerns
different From those presented by the referral source, they should be recorded here.

Social History Interview Date %}
Review of Referral with Family *

“Reset W close W save |

4. Enter or select the Social History Interview Date. You can click the ' #
icon to select a date from a calendar.

5. In Review of Referral with Family, enter specific information discussed
during the review of the referral with the family.

6. Click Save.
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Enter Neonatal Information from Social History

Use this exercise to enter detailed neonatal information about a child from the Social
History page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Social History tab. The Social History page displays.
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t Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %v = |

@ =Social History
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

M Health | Domains | Note

Child Detail | Enrollment | Family Members Health Plans | Social History [ EI Status

Review of Referral with Family
Neonatal

Physicians seen in the last 12 months
Health Summary
Medication/Equipment /Supplies

Immunizations
Developmental Milestones

Ll
|
L
Ll
Ll
Lt
Ll

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Neonatal link. The Neonatal Detail page displays.
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3 Meonatal Health - Microsoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help
| = Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %v = | J%
?3 Neonatal Detail

Ehild Name: sami, child - 100010080
SPDEL000 Admin

Home  Child Care Managemenrt ~User Options Help Logoff

"Domains

Current Health | Medication/Equipment,/ Supply | Immunizations | Physician | MNeonatal | Diagnosis |
Date of Delivery Actual Due Date Q’? Gestational Age Weeks
. Birth Weight .
Place of Birth (Giame) Mewborn Hospital Stay Days

~ NICU Information

[™ Medical candition associated with Mental RetardationDevelapmental Disability exists.
[ wery low birth weight AND one or more of the Following conditions exists,

™ Intra-cranial Bleeds(Grade II, 111, Iv¥) [ &pgar of & or less [~ Yentilator or CPAP dependent For 72 hours or mare [~ Asphyxiation

ICD9 - DX Description:
Reasons =
=
List any Pertinent Health Information or Areas of Concern or Medications

Information Obtained

F: Relationship to Child
rom

"~ Social History

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

Enter or select the child's Actual Due Date.

5. Enter the child's Gestational Age. If a NICU referral exists, default
information is displayed.

Enter the child's Place of Birth.

7. Enter the child's Birth Weight (Grams). If a NICU referral exists, default
information is displayed.

8. Enter the number of days the child spent in the hospital after delivery in
Newborn Hospital Stay.

9. Complete the following information under NICU Information as necessary
(if a NICU referral exists, default information is displayed):

e Select the Medical condition associated with Mental
Retardation/Developmental Disability exists check box to
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indicate the child has a medical condition associated with Mental
Retardation/Developmental Disability.

e Select the Very low birth weight AND one or more of the
following conditions exist check box to indicate that the child had
a very low birth weight. If the check box is selected, one or more of
the following check boxes must be selected:

= Select the Intra-cranial Bleeds (Grade ll, Ill, IV) check box
to indicate that the child suffered intra-cranial bleeds of an
indicated grade.

= Select the Apgar of 6 or less check box to indicate that the
child was given a score of 6 or less on the Apgar
assessment.

= Select the Ventilator or CPAP dependent for 72 hours or
more check box to indicate that the child received
assistance in breathing.

= Select the Asphyxiation check box to indicate that the child
suffered from asphyxiation.

« Select the child's ICD9 code by clicking the #“ icon and selecting an
ICD9 code from the Diagnosis List that displays.

o Enter the Reasons the child was referred to the program in 250
characters or less.

10. Enter any pertinent health information or areas of concern or medications
in List any Pertinent Health Information or Areas of Concern or
Medications in 250 characters or less.

11.Enter the name of the individual who provided the child's neonatal
information in Information Obtained from in 20 characters or less.

12.Enter the relationship that the individual who provided the neonatal
information has with the child in Relationship to Child in 20 characters or
less.

13.Click Save.
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Enter a Physician Record from Social History
Use this exercise to enter information about a physician from the Socia History page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

Child Detail - Microsoft Internet Explorer provided by Covansps

Edit  View Favoites Tools  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

(@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth # N Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click the Social History tab. The Social History page displays.
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3 ocial History - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %v = |

@ =Social History
= Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

et Health | Domains

Child Detail | Enrollment | Family Members Health Plans | Social History [ EI Status

Review of Referral with Family
Neonatal

Physicians seen in the last 12 months
Health Summary
Medication/Equipment /Supplies

Immunizations

Developmental Milestones

Ll
|
L
Ll
Ll
Lt
Ll

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Physicians Seen in the Last 12 Months link. The Physician
List page displays.
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List - Microzsoft Internet Explorer provided by Covansys

File Edit Wiew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=
"# =Physician List

¥~ Ehild Name: sami, child = 100010080
POEL00D Admin
Home Child Care Management User Options Help Logoff
&) Mo Record Found. Please Try Again.

il Domains | Notes |

Current Health | Medication/Equipment/ Supply I Immunizations I Physician I Neonatal [ Diagnosis I

0 records
Add Physician
Social History

4. Click Add Physician. The Medical-Physician Detail page displays.

<2} Medical-Physician Detail - Microzoft Internet Explorer provided by Covansps

Physician Type * [ - | Hospital

Physician Name # [

Address Phone #*
Fax
City
State Zip
Date Last Seen #* & # of Yisits
Reason For ¥isit H
|

“reset P close | save |

5. Select a Physician Type.
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Enter the Hospital name.
Enter the Physician Name in 65 characters or less.
Enter the street Address of the physician's practice.

© © N o

Enter the ZIP code for the postal zone in which the physician's practice is
located.

<Tip: OnceaZlP codeis entered, the City and State are automatically displayed as
read-only information.

10. Enter the physician's Phone number.
11.Enter the physician's Fax number.

12.Enter or select the date on which the child last visited the physician in
Date Last Seen. You can click the ¢ icon to select a date from a
calendar.

13. Enter the number of times that the child has visited the physician in # of
Visits.

14.Enter the reason for the child's last visit to the physician in Reason for
Visit.

15.Click Save.
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Enter Health Summary Information from Social History

Use this exercise to enter a child's current health information from the Social History
page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Social History tab. The Social History page displays.
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t Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %v = |

@ =Social History
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

M Health | Domains | Note

Child Detail | Enrollment | Family Members Health Plans | Social History [ EI Status

Review of Referral with Family
Neonatal

Physicians seen in the last 12 months
Health Summary
Medication/Equipment /Supplies

Immunizations
Developmental Milestones

Ll
|
L
Ll
Ll
Lt
Ll

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Health Summary link. The Current Health page displays.
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3 HealthSummary - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

| s Back = =~ @ @ ﬁ | @Search ] Favarites @Media @ | %' (—Ei E J%
=Current Health

Ehild Name: sami, child - 100010080
SPDEL000 Admin
Home Child Care Management User Options Help Logoff

Current Health Medication/Equipment/ Suppl Immunizations . Physician Neonatal Diaghosis
quip! PRy y L2]

Current Health Summary

Concerns,/Ilinesses
Hospitalization,/Surgeries

Physician Mame Last ¥isit Date

"Health History

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Click Update Health Summary. The Update Health Summary page
displays.

; Health Info. Detail - Microsoft Internet Explorer provided by Covansys

e —

Concerns,/Diagnosis;/Ilinesses

HE

Hospitalization/Surgeries al
=
Physician Name #* Last Visit Date ]

"W Sawe

5. In Date, enter or select the date on which the health summary is being
recorded. You can click the ~icon to select a date from a calendar.
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6. In Concerns/Diagnosis/llinesses, enter text describing a concern,
diagnosis, or iliness for the child.

7. In Hospitalization/Surgeries, enter text describing any hospitalizations or
surgeries for the child.

In Physician Name, enter the name of the diagnosing physician.

9. In Last Visit Date, enter or select the date on which the child last visited
the diagnosing physician. You can click the ~icon to select a date from a
calendar.

10.Click Save.
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Enter an Equipment/Supplies Record from Social History

Use this exercise to enter ainformation about equipment and supplies used by a child
from the Socia History page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Social History tab. The Social History page displays.
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3 ocial History - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %v = |

@ =Social History
= Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

et Health | Domains

Child Detail | Enrollment | Family Members Health Plans | Social History [ EI Status

Review of Referral with Family
Neonatal

Physicians seen in the last 12 months
Health Summary
Medication/Equipment /Supplies

Immunizations

Developmental Milestones

Ll
|
L
Ll
Ll
Lt
Ll

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Medication/Equipment/Supplies link. The Medical/Equipment
Supply List page displays.
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; Medical-Equipment List - Microsoft Internet Explorer provided by Covansys
File  Edit Eiéw F_Qvorites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- 5 =

(%@ =Medical/Equipment Supply List
=% Child Name: sami, child - 100010080
SPOEL00D Admin
Home Child Care Management User Options Help Logoff Site Map

@ Mo Record Found. Please Try Again.

Criid RN Domains | Notes |

Current Health I Medication/Equipment/ Supply I3 Immunizations l Physician I Neonatal |.3 Diagnosis I

Medical Equipment List

0 records

Add Equipment,/Supplies Add Medication

Social History

4. Click Add Equipment/Supplies. The Equipment/Supplies Detail page
displays.

; Equipment - Microsoft Internet Explorer provided by Covansys

Equipment/Supplies #* I_ ’I Dther Description
¥ho Provides '

Who Pays
Start Date #*

) End Date i %

“Reset [ Close

5. Select the Equipment/Supplies.

&Note: If Other isselected for Equipment/Supplies, you are required to enter a
description of the equipment in Other Description.
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6. Enter the name of the individual who provides the equipment in Who
Provides.

7. Enter the name of the individual who pays for the equipment in Who
Pays.

8. Enter or select the date on which the child started using the equipment in
Start Date. You can click the "+ icon to select a date from a calendar.
The date entered cannot be greater than today's date or less than the
child's date of birth.

€Note: Entering or selecting an End Date and clicking Save will inactivate the
equipment/supplies record. Once an equipment/supplies record has been inactivated, no
changes can be made to the equipment/supplies record, and the equipment/supplies
record cannot be reactivated.

9. Click Save.
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Enter a Medication Record from Social History

Use this exercise to enter ainformation about a medication taken by a child from the
Social History page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Social History tab. The Social History page displays.
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3 ocial History - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %v = |

@ =Social History
= Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

et Health | Domains

Child Detail | Enrollment | Family Members Health Plans | Social History [ EI Status

Review of Referral with Family
Neonatal

Physicians seen in the last 12 months
Health Summary
Medication/Equipment /Supplies

Immunizations

Developmental Milestones

Ll
|
L
Ll
Ll
Lt
Ll

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Medication/Equipment/Supplies link. The Medical/Equipment
Supply List page displays.
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/§ Medical-Equipment List - Microsoft Intemnet Explorer provided by Covansys

File  Edit Miew F_Qvorites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media 3 | I%- &=
" =Medical/Equipment Supply List

=@ child Name: sami, child - 100010080

SPOEL000 Admin
Home Child Care Management User Options Help Logoff

@ Mo Record Found. Please Try Again.

WGETEN Domains | Notes |

Current Health | Medication/Equipment/ Supply l Immunizations l Physician I Neonatal [ Diagnosis I

Medical Equipment List

0 records

Add Equipment,/Supplies " Add Medication
Social History

4. Click Add Medication. The Medication Detail page displays.

; Medication - Microzoft Internet Explorer provided by Covansys

Medication #* | | Route * | vl

Purpose
Start Date *

&
G

End Date

“Reset W Close N[save]

5. Enter the name of the Medication.
6. Select the Route by which the child receives the medication.
7. Enter the Purpose of the medication.
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8. Enter or select the date on which the child started receiving the medication
in Start Date. You can click the » icon to select a date from a calendar.
The date entered cannot be greater than today's date or less than the
child's date of birth.

€Note: Entering or selecting an End Date and clicking Save will inactivate the
medication record. Once a medication record has been inactivated, no changes can be
made to the medication record, and the medication record cannot be reactivated.

9. Click Save.
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Enter an Immunization Record from Social History

Use this exercise to record an immunization that a child has received from the Socidl
History page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Social History tab. The Social History page displays.
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t Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %v = |

@ =Social History
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

M Health | Domains | Note

Child Detail | Enrollment | Family Members Health Plans | Social History [ EI Status

Review of Referral with Family
Neonatal

Physicians seen in the last 12 months
Health Summary
Medication/Equipment /Supplies

Immunizations
Developmental Milestones

Ll
|
L
Ll
Ll
Lt
Ll

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Immunizations link. The Immunization List page displays.
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3 Immunization List - Microsoft Internet Explorer provided by Covansys

File  Edit Eiéw Favoites  Tools  Help
-{:@Back v - @ ﬁ | @Search [ Favarites @'Média @ | I%_. 5 = .

*# SImmunization List
: Ehild Name: sami, child - 100010080
SPDEL000 Admin
Home Child Care Management User Options Help Logoff Site Map

@ Mo Record Found. Please Try Again.

Child |MzECTCME Domains | Notes
Current Health Medicatiun/EquipmentfSuEEI! Immunizations | Physician | neonatal | Diagnosis '

Immunization List

0 records

Add Tmmunization
Social Histor

4. Click Add Immunization. The Immunization Detail page displays.
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; Immunization Detail - Microzoft Internet Explorer provided by Covansys

Immunization # |— I

Date {*} [ Immunization up ta date

o

In Immunization, select the immunization received by the child.

o

In Date, enter or select the date on which the child received the
immunization. You can click the ~icon to select a date from a calendar.

7. Select the Immunization up to date check box to indicate that the child's
immunization is up to date.

8. Click Save.
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Enter a Developmental Milestone from Social History

Use this exercise to enter a devel opmental milestone for a child from the Social History
page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Social History tab. The Social History page displays.
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<8 Social History - Microzsoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %v = |

@ =Social History
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

M Health | Domains | Note

Child Detail | Enrollment | Family Members Health Plans | Social History [ EI Status

Review of Referral with Family
Neonatal

Physicians seen in the last 12 months
Health Summary
Medication/Equipment /Supplies

Immunizations
Developmental Milestones

NN

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Development Milestones link. The Developmental History
page displays.
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3 Medical-Developmental History List - Microsoft Internet Explorer provided by Covansps
File gdlt Eit.aw Favorites  Tools H'ei-'p

-{:@Back B @ 'ﬁ | @Slﬁarch- @-Fﬁvorites‘ '@'Hédiﬁ. @ | I%.. 5 = .-

@ =Developmental History

=W Child Name: sami, child - 100010080
SPDEL000 Admin

Home Child Care Management User Options Help Logoff

Site Map

'@) Mo Record Found. Please Try Again.

Child | Health Notes

Domains | Development

Developmental Milestone

0 records

Add Developmental Milestone

Social History
|

The Developmental Milestones

4. Click Add Developmental Milestone.
page displays.
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a Developmental Milestones - Microzoft Internet Explorer provided by Covansys

skill Type #* Feeding Skills ;I
Skills List
¥ Acquired Skill
| Eats soft Foods only |
&5, Eats solid foods
O Feeds self wifork |
1 17 records |
1s this an area of  Ves O Ha

concern?

Comnient E

Reset | Close || Save |

5. Select a Skill Type. The Skills List table will refresh to display skills of
the selected type.

6. Select a check box in the Select column of the Skills List table to indicate
that a specific skill has been acquired by the child. More than one skill
can be selected. If the child has acquired none of the skills listed, you can
skip this step.

7. Select the Yes or No radio button in Is this an Area of Concern? to
indicate that certain concerns surround the selected skill(s).

8. In Comment, enter any comments about the selected skill(s) in 250
characters or less.

9. Click Save.
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E. I. Status Overview

The El Status page displays the current status of a child’s record and which program data
reguirements have been met as of the current date. Thisinformation is displayed in the
Child EI Statustable. The E.l. statusisinitiated with each new enrollment period and is
reflective of the child’s current status in the system’s enrollment process. Asrequired
data elements are compl eted, the child’s record progresses through each of the E.I.
statuses. The E.I. statusis used to designate which pages are available for dataentry in a
child’s record.

Referral Status

The child’srecord isin Referral status from the time the referral is accepted into the
database until the initial parental consent edits are passed.

IPC Status

The child’srecord isin Initial Parental Consent, or |PC status after the parental consent is
obtained and the edits are passed. If the user selectsto run the edits, the child’srecord is
checked for various data el ements. If the data edits are passed successfully, the status is
updated to IPC. In IPC status, the Eligibility tab and related pages are available to the
user. If parental consent is denied, the edits are run but the statusis not updated. The
user must end the enrollment period for the record.

Eligibility Status

The record is updated to Eligibility status when the Eligibility edits are passed
successfully and the record is marked as eligible. In Eligibility status, the Team
Meetings and | FSP tabs and related pages are available to the user. If the childis
determined to be not eligible and the edits are run, the child’s enrollment period is ended
by the system as not eligible.

IFSP Status
The IFSP status begins when the Initial team meeting is finalized and the team meeting
edits are passed successfully. The record remains in IFSP status until the enrollment

period isended. The statusis not updated again unless the child re-enters the systemin a
new enrollment period.
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View a Child's E.l. Status

Use this exercise to see how to view achild's E.l. status.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

Child Detail -

File Edit “iew Favoites Tools Help

icrosoft Internet Explorer provided by Covansys

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

_. ) Child Name: sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Child Detail

Site Map

IFSP Date Annual Review Due

Service Coordinator  Special Instruckion, Provider

Intake Coordinator Intake Coordinatorl, Spoe 1000

Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?
- Early Intervention Status
Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)

6 Month Review Due

Phone 999-099-5555

Phone 999-999-5565

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination

Yer: 1.99

Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

[ Reset 1 Back " Save |

Privacy Policy

2. Click the E.I. Status tab. The Child E.I. Status page displays.
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E.l. Status Overview

#Z§ Child EI Status - Microsoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=

("@ =Child EI Status
E‘!—' Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

A Heatin | Domains | Notes |

Child Detail | Enrollment ] Family Members | Health Plans I Social History | EI Status |

Child ET Status

¥ Description

G, Eligibility Determination
G) Initial Parental Consent

“‘ Referral

1 3 records

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. In the Child EIl Status table, view the child's E.I. status information. The
following icons are displayed in the Status column:

% TheReferral Accepted icon indicates that the referral
was accepted for initial parental consent and eligibility
determination.

(2 TheNeed Edits Run icon indicates that program edits
need to be run and that a team meeting isin Ongoing
Status.

The Data is Required icon indicates that more datais
needed or required in a specific area.

€) The Scheduled icon indicates that ateam meeting isin
Scheduled status.

©

171






Current Health Information

View a Child's Current Health Summary Information

Use this exercise to see how to view achild's most current health summary information.

Complete the following steps to finish this exercise:

1. On the Child List page, click the #~ icon in the Detail column for a specific
child record. The Child Detail page displays.

/2§ Child Detail - Microsoft Intemnet Explorer provided by Covansys

File Edit “iew Favoites Tools Help
= Back = = - @ @ 7ot | @Search (3] Favarites @Media @ | %- ==
@ =Child Detail
=" child Name: sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff Site Map
oyl M| Health | Domains |
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA MName Gender #* I vI
o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?
- Early Intervention Status
Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due
Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
- Primary Contact
MName goaber, Relationship Father
Phone 913-555-5555 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
“Service Coordination Transfer History B
Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Health tab. The Current Health page displays.
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| HealthSummary - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help

“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =

@ =Current Health
=W child Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

TN Domains | Nates|

Current Health Medication/ Equipment,/ Suppl Immunizations . Physician Neonatal Diagnosis
quip! PPy iy g

Current Health Summary

Concerns,/Ilinesses
Hospitalization,/Surgeries  low birthweight

Physician Name Ot Phil Last ¥isit Date

Health History " Update Health Summary

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy S8

3. The child's most current health information is displayed on this page.
Under Current Health Summary, view the following information:

e Concerns/llinesses displays text describing a concern, diagnosis,
or illness for the child.

o Hospitalization/Surgeries displays text describing any
hospitalizations or surgeries for the child.

o Physician Name displays the name of the diagnosing physician.

o Last Visit Date displays the date on which the child last visited the
diagnosing physician.

«Tip: You can click Update Health Summary to update the health summary information
displayed, or click Health History to view a history of health summaries for the child.
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Current Health Information

View the Medical/Equipment Supply List

Use this exercise to see how to view alist of a medications, equipment, and supplies for a
child.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

icrosoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

@ =Child Detail
=W Child Name; sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Site Map

N Heath | Domains | Notes |

Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status
Referral Date 051972005

Eligibility Determination Date

45-Day Timer 2 Dayis)

IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
- Primary Contact

MName goaber, Relationship Father

Phone 913-555-5555 Email
- Medicaid

Medicaid Eligible Undetermined MC+ Eligible Undetermined

Yer: 1.99

“Service Coordination

Transfer History

[ Reset 1 Back " Save |

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy i

2. Click the Health tab. The Current Health page displays.
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ealthSummary - Microzoft Internet Explorer provided by Covansyps

File Edit “iew Favoites Tools Help
“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Current Health

Child-Name: sami, child - 100010080
POE1000 Admin

Home Child Care Management User Options Help Logoff

TN Do | Notes.

Current Health IMedicatiDn/Equipment Suppl\rl Immunizations | Physician I Neonatal | Diagnosis |

Current Health Summary

Concerns,/Ilinesses
Hospitalization,/Surgeries  low birthweight

Physician Name Ot Phil Last ¥isit Date
Health History " Update Health Summary

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy

3. Click the Medication/Equipment/Supply tab. The Medical/Equipment
Supply List page displays.
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/§ Medical-Equipment List - Microsoft Intemnet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=

(%@ =Medical/Equipment Supply List
E‘i‘ Ehild Name: sami, child - 100010080

SPOEL000 Admin
Home Child Care Management User Options Help Logoff

“Chita TSN Domains | Notes |

Current Health I Medicatiun/Equipment/SupplvI Immunizations | Physician I MNeonatal | Diagnosis | |
Medical Equipment List
R End Date
,_) Medication dtip 057202005
)_) Equipment Wentilator 05/20/2005
1 2 records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. View the list of medications, equipment, and supplies in the Medical
Equipment List table.

+Tip: You can click the »” icon in the Detail column to view detailed medication,
equipment, or suppliesinformation. The page that displaysis based on the type of item
selected.

177




Missouri First Steps Training Manual

View the Immunization List
Use this exercise to see how to view alist of immunizations that a child has received.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=

@ =Child Detail
g" Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click the Health tab. The Current Health page displays.
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ealthS ummary ozoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help
“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Current Health

Child-Name: sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

TR Domains | Notes |

Current Health IMedicatiDn/Equipment Suppl\rl Immunizations | Physician I Neonatal | Diagnosis |

Current Health Summary

Concerns,/Ilinesses
Hospitalization,/Surgeries  low birthweight

Physician Name Ot Phil Last ¥isit Date
Health History " Update Health Summary

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy

3. Click the Immunizations tab. The Immunization page displays.
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=8 Immunization List - Microsoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=
" =Immunization List

%‘!—" Ehild-Name: sami, child - 100010080

SPOEL000 Admin
Home Child Care Management User Options Help Logoff

“Chita TSN Domains | Notes |

Current Health I_r\rlgdicatiun/Equipm_gnt Supply I Immunizations I Physician I MNeonatal | Diagnosis | |
Immunization List ®
Upfobate
,_) 12/30/3999 Dtap Mo
)_) 12/30/3999 Dtap Mo
,'J 12/30/3999 IRy fOPY Mo
1 3 records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. View the list of immunizations that the child has received in the
Immunization List table.

+Tip: You can click the »” icon in the Detail column to view detailed immunization
information. The Immunization Detail page displays when clicked.
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View the Physician List
Use this exercise to see how to view alist of physiciansthat a child has visited.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | %- &=
Child Detail

=W child Name; sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click the Health tab. The Current Health page displays.
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ealthS ummary ozoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help
“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Current Health

Child-Name: sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

TR Domains | Notes |

Current Health IMedicatiDn/Equipment Suppl\rl Immunizations | Physician I Neonatal | Diagnosis |

Current Health Summary

Concerns,/Ilinesses
Hospitalization,/Surgeries  low birthweight

Physician Name Ot Phil Last ¥isit Date
Health History " Update Health Summary

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy

3. Click the Physician tab. The Physician List page displays.
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; Physician List - Microzoft Internet Explorer provided by Covansyps

Fle Edit Wiew Favoites Tools Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=
@ =Physician List

%‘!—" Ehild-Name: sami, child - 100010080

SPOEL000 Admin
Home Child Care Management User Options Help Logoff

“Chita TSN Domains | Notes |

Current Health I_r\rlgdicatiun/Equipm_gnt SuEEI!I Immunizations | Physician I MNeonatal | Diagnosis | |
¥ brysicintiame | Phone | Prysicin iype

/'_') Crr Phil 913-555-5555 Primary Care Physician
1 1 records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. View the list of physicians that the child has visited in the Physician List
table.

«Tip: You can click the ~* icon in the Detail column to view detailed physician
information. The Physician Detail page displays when clicked.
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View, Enter, or Update Neonatal Information

Use this exercise to see how to view, enter, or update detailed neonatal information about
achild.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

Edit View Favortes Tools Help

“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =

("W =Child Detail

E". Child-Name: sami, child - 100010080

SPOE1000 Admin
Home Child Care Management User Options Help Logoff Site Map
(of,1[:M| Health | Domains | Notes
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Mame #* child
AKA Name Gender #* I vI
Date of Birth #* & Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race #*® ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator  Special Instruckion, Provider Phone 999-999-5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History “Back N save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy i

2. Click the Health tab. The Current Health page displays.
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ealthS ummary ozoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help
“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Current Health

Child-Name: sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

TR Domains | Notes |

Current Health IMedicatiDn/Equipment Suppl\rl Immunizations | Physician I Neonatal | Diagnosis |

Current Health Summary

Concerns,/Ilinesses
Hospitalization,/Surgeries  low birthweight

Physician Name Ot Phil Last ¥isit Date
Health History " Update Health Summary

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy

3. Click the Neonatal tab. The Neonatal Detail page displays.
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3 Meonatal Health - Microsoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

| s Back - =k o @ @ 7t | @Search (3] Favarites @Media @ | %v == J%

("W =Neonatal Detail
=% " child Name: sami, child - 100010080
SPOEL000 Admin
Home  Child Care Managemenrt ~User Options Help Logoff

Domains
Current Health | Medication/Equipment,/ Supply | Immunizations | Physician | MNeonatal | Diagnosis |
Date of Delivery 05012005 Actual Due Date 05/02/2005 @ Gestational Age 13 ‘Weeks
. ; y Birth Weight .
Place of Birth St Philabego's (iame) Z1 Mewborn Hospital Stay & Davs

~ NICU Information
W Medical candition associated with Mental RetardationDevelopmental Disability exists.
W wery low birth weight AND one or maore of the Following conditions exists,

[ Intra-cranial Bleeds(Grade II, I11, Iv) [ Apgar of & or less [V Yentilator or CPAP dependent For 72 haurs or mare [~ Asphyxiation

ICD9 - DX Description:
Reasons =
=
List any Pertinent Health Information or Areas of Concern or Medications

Information Obtained
from

Relationship to Child

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Polic

4. Enter or select the child's Actual Due Date. You can click the % icon to
select a date from a calendar.

5. Enter the child's Gestational Age. If a NICU referral exists, default
information is displayed.

Enter the child's Place of Birth.

Enter the child's Birth Weight (Grams). If a NICU referral exists, default
information is displayed.

8. Enter the number of days the child spent in the hospital after delivery in
Newborn Hospital Stay.

9. Complete the following information under NICU Information as necessary
(if a NICU referral exists, default information is displayed):

e Select the Medical condition associated with Mental
Retardation/Developmental Disability exists check box to
indicate the child has a medical condition associated with Mental
Retardation/Developmental Disability.

e Select the Very low birth weight AND one or more of the
following conditions exist check box to indicate that the child had
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a very low birth weight. If the check box is selected, one or more of
the following check boxes must be selected:

o Select the Intra-cranial Bleeds (Grade II, II, IV) check box to
indicate that the child suffered intra-cranial bleeds of an indicated
grade.

o Select the Apgar of 6 or less check box to indicate that the child
was given a score of 6 or less on the Apgar assessment.

e Select the Ventilator or CPAP dependent for 72 hours or more
check box to indicate that the child received assistance in
breathing.

o Select the Asphyxiation check box to indicate that the child
suffered from asphyxiation.

e Select the child's ICD9 code by clicking the search icon and
selecting an ICD9 code from the Diagnosis List that displays.

o Enter the Reasons the child was referred to the program in 250
characters or less.

10. Enter any pertinent health information or areas of concern or medications
in List any Pertinent Health Information or Areas of Concern or
Medications in 250 characters or less.

11.Enter the name of the individual who provided the child's neonatal
information in Information Obtained from in 20 characters or less.

12.Enter the relationship that the individual who provided the neonatal
information has with the child in Relationship to Child in 20 characters or
less.

13.Click Save.
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View the Diagnosis List
Use this exercise to see how to view the diagnosis list for a child.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

Child Detail -

File Edit View

= Back - = - @ @ 7t | @Search (%] Favarites @Media @l% = |

icrosoft Internet Explorer provided by Covansys

Favortes  Tools  Help

(" =Child Detail
=% " child Name: sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

IFSP Date

Service Coordinator

Intake Coordinator

Annual Review Due

Sperial Instruction, Provider
Intake Coordinatorl, Spoe 1000

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth # N Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?
- Early Intervention Status
Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)

& Month Review Due

Phone 999-299-G365

Phone 999-299-5365

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination

Yer: 1.99

Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

[ Reset Q' Back " Save |

Privacy Policy

2. Click the Health tab. The Current Health page displays.

188




Current Health Information

ealthS ummary ozoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help
“Back » = - 3 (4] 2 | ‘@ Search [ Favoites ) Media 44 | S =
@ =Current Health

Child-Name: sami, child - 100010080
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

TR Domains | Notes |

Current Health IMedicatiDn/Equipment Suppl\rl Immunizations | Physician I Neonatal | Diagnosis |

Current Health Summary

Concerns,/Ilinesses
Hospitalization,/Surgeries  low birthweight

Physician Name Ot Phil Last ¥isit Date
Health History " Update Health Summary

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy

3. Click the Diagnosis tab. The Diagnosis List page displays.
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iagnosis List - Microsoft Internet Explorer provided by Covansps

File  Edit Miew F_Qvorites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media 3 | I%- &=

@ =Diagnosis List
=& child Name: sami, child - 100010080

SPOEL000 Admin
Home Child Care Management User Options Help Logoff

I Domains || Notes |

Current Health I_r\rlgdicatiun/Equipm_gnt Supply l Immunizations | Physician I MNeonatal | Diagnosis I |

(i3 O
,-'_) 001

CHOLERA 05/20/2005 Mo

1 1 records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. View the information displayed in the Diagnosis List table.

+Tip: You can click the »” icon in the Detail column to view detailed diagnosis
information. The Add/Edit Diagnosis page displays when clicked.
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Enter a Diagnosis
Use this exercise to enter information about a diagnosis for a child.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

Child Detail - Microsoft Internet Explorer provided by Covansps

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @l% = |

@ =Child Detail
=% " child Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

SN ieatn | Dowains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back [ Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click the Health tab. The Current Health page displays.
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oft Internet Explorer p

File Edit View Favoites Tool:  Help

< Back -~ =k v @ @ 7ot | @Search ] Favarites @Media @ | %' = = J%
Current Health

E‘" child Name: sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Ll Heath

Current Health Medication/Equipment/ Suppl Immunizations . Physician Neonatal Diaghosis
quip! PRy y L2]

Current Health Summary

Concerns,/Ilinesses
Hospitalization,/Surgeries

Physician Mame Last ¥isit Date

"“Health History " “Update Health Summary

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Diagnosis tab. The Diagnosis List page displays.

192



Current Health Information

gnosis List - Microsoft Internet Explorer p ded by Covansys

File  Edit Miew F_Qvorites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media 3 | I%- &=

@ =Diagnosis List
Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

Current Health I_r\rlgdicatiun/Equipm_gnt Supply l Immunizations | Physician I MNeonatal | Diagnosis I |

pe=r

CHOLERA 05/20/2005 Mo

(i3 O
,-'_) 001

1 1 records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Click Add Diagnosis. The Add/Edit Diagnosis page displays.
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/4§ Add/E dit Diagnosis - Microsoft Internet Explorer provided by Covansys

- ICDG Code Search

1CD9 Code | Description [ w
ICD9 Code List
m ¥ ICD Code Description
Gelect] oot CHOLERA
Select] 001.0 CHOLERA DUE T YIBRIO CHOLERAE
Gelect] 001.1 CHOLERA DUE To YIERIO CHOLERAE EL TOR
Belect not.e CHOLERA, UNSPES
Select] o0z TYPHOID AND PARATYPHOID FEVERS
Select 00z.0 TVPHOID FEYER:
Gelect! 00z.1 PARATYPHOID FEVER &
Select 00z.z PARATYPHOID FEVER B =l
12345 =T 15611 records
ICDY Code #*
o, o
Start Date # [o5/z0/z005 | 5% End Date | S [ Primary

“reset [ Close W Save

5. Perform an ICD Code Search by entering either an ICD Code or a
Description and click Search.

6. Inthe ICD Code List table, click the Select radio button to indicate the
appropriate ICD9 code for the diagnosis.

7. In Start Date, enter or select the starting date of the date range for which
the diagnosis is effective. You can click the % icon to select a date from a
calendar.

€Note: Entering or selecting an End Date and clicking Save will inactivate the
diagnosisrecord. Once adiagnosis record has been inactivated, no changes can be made
to the diagnosis record, and the diagnosis record cannot be reactivated.

8. Select the Primary check box to indicate that the diagnosis is the child's
primary diagnosis as necessary.

€Note: Only one diagnosis can be designated as the primary diagnosis for achild. The
Primary check box must be cleared for any diagnosis marked as primary before another
diagnosis can be designated as the primary diagnosis.

9. Click Save.

€Note: Once anew diagnosisis saved, the |CD9 Code and diagnosis Start Date can
no longer be changed. When adiagnosis record is saved after an End Date has been
specified, the entire record can no longer be changed.
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View a Child's Domain Assessments

Use this exercise to see how to view a child's domain assessments.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

zoft Internet Explorer provided by Covansys

File Edit “iew Favoites Tools Help

= Back = = - @ @ 7ot | @Search (3] Favarites @Media @ | %- ==

@ =Child Detail
=W Child Name: sami, child - 100010080
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

NN Health | Domains |

Site Map

Family Members |

Health Plans |

|. EI Status |

IFSP Date Annual Review Due

Special Instruckion, Provider
Intake Coordinatorl, Spoe 1000

Service Coordinator

Intake Coordinator

Child Detail I Enrollment | Social History
Child ID 100010030 Child Status Ackive
Previous ID MO State ID
Last Name #® |sami MI First Name #* child
AKA MName Gender * hd

o,
Date of Birth #* % Chronological Age Adjusted Age
Parental Consent Obtained for Eval/ Assessment I had I Date &
Race # =1 Language
Ethnicity =1 Interpreter Needed?

- Early Intervention Status

Referral Date 051972005 Eligibility Determination Date 45-Day Timer 2 Dayis)

6 Month Review Due

Phone
Phone

999-099-5555
999-099-5555

- Primary Contact

MName goaber, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordina Transfer History

Yer: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education

[ Back - Save

Privacy Policy

2. Click the Domains tab. The Domain Summary page displays.
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; Domain Summary - Microsoft Internet Explorer provided by Covansyps

File  Edit Eiéw F_Qvorites TJoolz:  Help

%Back = TR A | Q) Search (G Favoites GlfMedia o4 | - S5 =

@ =Domain Summary
=W Child Name: Becky, Child - 100010062

“SPOEL000 Admin
Home Child Care Management User Options Help Logoff

IO Eligibility | Team Meetings || IFSP || Notes |

Domains | Development [

Search Filter
Diomain IAII vl ™ Current (& all

¥ Date Additional Eval/Assess Needed | Authorization
Collected
IFSP

,_') Physical Yes 05/10/2005 Yes
;_J Vision Yes 05122005 Mo Elig A100010062-1
1 2 records
Assessment Without Authorization

New Authorization Domain Summary Report

Under Search Filter, select the type of Domain to display.

3.

4. Select either the Current or All radio button to filter the list of results that
display.

5. View the list of domain assessments that display in the Domain table.

«Tip: You can click the » icon in the Detail column to view detailed domain
assessment information. The Domain Assessment Detail page displays when clicked.
You can also click alink in the Authorization column to view detailed authorization

information. The View Authorization Detail page displays when clicked.
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Add a Domain Assessment
Use this exercise to add a new domain assessment.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

Id Detail - Microsoft Internet Explorer provided by Covansps

File Edit Miew Favoites Tool:  Help

= Back - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=

(" =Child Detail
Ehild Name: sami, child - 100010080
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

S esitn | Domains | Notes |

Child Detail [ Enrollment | Family Members | Health Plans | Social History | EI Status |
Child ID 100010050 Child Status Ackive
Previous ID MO State ID
Last Name #* |sami MI First Name % child
AKA Name Gender #* I 'I
e 3 =
Date of Birth * W Chronological Age Adjusted Age
Parental Consent Obtained for Eval/Assessment I :I' Date :‘“?
Race * ;I Language
Ethnicity ;I Interpreter Needed?

- Early Intervention Status

Referral Date 05§19/2005 Eligibility Determination Date 45-Day Timer 2 Day(s)
IFSP Date Annual Review Due & Month Review Due

Service Coordinator  Special Instruction, Provider Phone 999-099- 5555
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099- 5555

- Primary Contact

MName goober, Relationship Father
Phone 913-555-5555 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination Transfer History " Back W Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education vacy Policy

2. Click the Domains tab. The Domain Summary page displays.
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3 Domain Summary - Microsoft Internet Explorer provided by Covansyps

File Edit Eiéw Favoites  Tools  Help

-%Back v =y @ 7 | (€3 Search [&] Favaiites G Media 4 | By S = .

@ =Domain Summary

=@ child Name: Becky, Child - 100010062

SPDEL000 Admin
Home Child Care Management User Options Help Logoff

. Domains =

Domains | Development |
Search Filter
Darmnain IAII - I € Currert & all
Domain List
Detail Domain | Evalilssess Completed ¥ Date
Collected
)_) Phyysical Yes 0571072005 ¥es IFSP
;_J Vision Yes 05§12/2005 Mo Elig A100010062-1
1 2 records
Assessment Without Authorization
MNew Authorization Domain Summary Report |

3. Click either the Assessment with Authorization, or the Assessment
without Authorization button. The Domain Assessment Detail page
displays.

198



Domains

/3 Domain Assessment Detail - Microsoft Intemet Explorer provided by Covansys

Domain Name #* I ‘I Date Collected #* &
Clinician Mame | Method #* I vl

Child’s Age at Assessment

Data Available? #* " Yes (" Na Additional Information Is Needed? #* (™ For Eligibility ¢ For IFSP € Mo
Reviewed 2 #*  es Mo
Results # |
Concerns # iee £ e Reason for Concern E

[ Assessment Completed

[ Reset | Close _J§* Save |

Eval/Assess Authorization #

4. In Domain Name, enter the name of the domain.

5. In Date Collected, enter or select the date on which the domain
information was collected, or enter the evaluation/assessment date.

6. In Clinician Name, enter the name of the clinician who performed the
evaluation in 65 characters or less.

7. In Method, select the method by which evaluation was performed.

€Note: Child's Age at Assessment displays the child's age in months at the time of the
evaluation based on the child's date of birth and the date on which the assessment was
given. Thisinformation is read-only and cannot be changed.

8. In Data Available?, select the Yes or No radio button to indicate whether
data was available at the time of the evaluation.

9. In Additional Information is Needed?, select one of the following radio
buttons to indicate whether additional information was necessary at the
time of the evaluation:

o Select the For Eligibility radio button to indicate that additional
information is needed for eligibility.

¢ Select the For IFSP radio button to indicate that additional
information is needed for the IFSP.

e Select the No radio button to indicate that additional information
was not necessary.

10.In Reviewed?, select the Yes or No radio button to indicate whether
assessment data was reviewed at the time of the evaluation.

11.In Results, enter any specific results regarding the child’s level of
performance in 250 characters or less.
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12.In Concerns, select the Yes or No radio button to indicate whether
concerns exist at the time of the evaluation.

13.In Reason for Concern, enter an explanation of the concerns that exist in
250 characters or less. This is required information whenever the Yes
radio button is selected in Concerns.

£Note: Eval/Assess Authorization # displays the current authorization number if the
Assessment with Authorization button was selected in step 3 of thisexercise. If the
Assessment without Assessment button was selected in step 3, the Eval/Assess
Authorization #isblank. Thisinformation is read-only and cannot be changed.

14.Select the Assessment Completed check box to indicate that the
assessment was completed at the time of the evaluation.

15.Click Save.
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View a Domain Summary Report
Use this exercise to see how to view adomain summary report.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

Child D etail -
File  Edi

icrosoft Internet Explorer provided by Covansys

View Favoites Tools Help

S Back ~ = - 2} (2] st | Q) Search (G Favoites GlfMedia o4 | By S =
@ =Child Detail

= child Name: Becky, Child - 100010062
SPOELDO0 Admin

Home Child Care Management User Options Help Logoff
of[I[:M Health | Domains Eligibility Team Meetings |

Child Detail [ Enrollment ] Family Members | Health Plans I Social History | EI Status |
Child ID 100010062 Child Status Ackive
Previous ID MO State ID
Last Mame #* |Becky MI First Name # Child
AKA Name Gender #* IFemaIe - I
Date of Birth # 04/01j2005  Chronological Age 1 Monthis) | 20 Day(s) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Yes Date 05/11/2005
Race #* ‘White (Mot Hispanic) ;I Language English
Ethnicity ;l Interpreter Needed? Mo

- Early Intervention Status
Referral Date 05§11/Z005 Eligibility Determination Date  05/11/2005 45-Day Timer 3 Day(s)
IFSP Date 0571972005 Annual Review Due & Month Review Due
Service Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999- 5555

~ Primary Contact
Name Becky, Mother Relationship Maother
Phone 516-456-7591 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

Service Coordination | Transfer History m m m

¥Yer: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy [

2. Click the Domains tab. The Domain Summary page displays.
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3 Domain Summary - Microsoft Internet Explorer provided by Covansyps

File Edit Eiéw Favorites  Tools H'ei-p
-%Back v o @ ﬁ | (gl Search (] Favarites '@'Média o4 | I%.. S = .-
@ =Domain Summary

¥ —Child Name: Becky, Child - 100010062
SPDEL000 Admin
Home Child Care Management User Options Help Logoff

Child || Health el igibili Team Meetings || IFSP | Notes
Domains DeueIuEment | ' - : :
Search Filter
Darmnain IAII vl € Currert & all
Domain List E
Detail Domain | EvallAssess Completed ¥ Date Additional Eval/Assess Needed | Authorization
Collected
)_) Phyysical Yes 0571072005 ¥es IFSP
;_J Vision Yes 05§12/2005 Mo Elig A100010062-1
1 2 records
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3. Click Domain Summary Report to view the domain summary report in a
printer-friendly format.

3 IFSPDomainSummary - Microzoft Internet Explorer provided by Covansys
File  Edi

Wiew Favortes Tools  Help

= Back -~ = - @ @ ‘ot | @Search (5] Favorites @Media @ | %v ==

Reason for Concern

Child Name Becky, Child Child ID 100010062
| Domain Iy Report
Domain Name Physical
Domain Summary
Cli an Name Date Collected 051 072005
Method Evalitszesament Child’s Age at Assessment 1 Marith(z)
Additional Information is needed? Faor IFSP
Results Iefjfl=kojf
Concerns Yes EvaliAssess Authorization #
Reason for Concern Ikjcdflskjf
Skill Type Feeding Skills
Select || Acquired Skills
Yes FormulaBreast fed only
Is this an area of concern? Yes
Comments loifilskelis
Child Name Becky, Child Child ID 100010062
Domain Summary Report
Domain Name “ision
Domain Summary
Clinician Name Optometrist, Provider Date Collected 051242005
Method Evalitssessment Child's Age at Assessment 1 Month(z)
Additional Infformation is needed?  Far Eligihility
Results lelk; lzcdfh; cll=f
Concerns Ma EvaliAssess Authorization #  £100010062-1
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View a Child's Developmental History
Use this exercise to see how to view alist of a child's developmental milestones.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

ild Detail - Microsoft Internet Explorer provided by Covansys

File Edit Miew Favoites Tool:  Help

= Back ~ = - D (2] A} | DSeach [ijFavoites GfiMedia (4 | Eh- S =
" =Child Detail

=W child Name: Becky, Child - 100010062
SPOEL000 Admin
Home Child Care Management User Options Help Logoff

[Tt Health | Domains | Eligibility |" TeamMeetings | IFS "

Child Detail [ Enrollment | Family Members | Health Plans I Social History | EI Status |
Child ID 100010062 Child Status Ackive
Previous ID MO State ID
Last Mame #* |Becky MI First Name # Child
AKA Name Gender #* IFemaIe 'I
Date of Birth # 04/01j2005  Chronological Age 1 Monthis) | 20 Day(s) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Yes Date 05/11/2005
Race #* ‘White (Mot Hispanic) ;I Language English
Ethnicity ;l Interpreter Needed? Mo

- Early Intervention Status

Referral Date 05§11/Z005 Eligibility Determination Date  05/11/2005 45-Day Timer 3 Day(s)
IFSP Date 0571972005 Annual Review Due & Month Review Due

Service Coordinator Phone

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999- 5555

~ Primary Contact

Name Becky, Mother Relationship Maother
Phone 516-456-7591 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

"Service Coordination | Transfer History m m m

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click the Domains tab. The Domain Summary page displays.
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Domains

File Edit Eiéw Favoites  Tools H'ei-p

%Back v o @ ﬁ | (gl Search [&] Favaiites '@'M'edia o4 | - S = .-
@ =Domain Summary

Child Name: Becky, Child - 100010062

POE10D0D Admin
Help Logoff

Home Child Care Management User Options
“child | H R Eigibiity | TeamMeetings | IFSP | Notes |
m DeueIuEment 1 - N N -

Search Filter

Diomain IAII vl ™ Current (& all

Domains

Domain List
Detail Domain | Evalilssess Completed ¥ Date Additional Eval/Assess Needed | Authorization
Collected
)_) Phyysical Yes 0571072005 ¥es IFSP
';_J Vision Yes 05§12/2005 Mo Elig A100010062-1

2 records

Assessment Without Authorization

3. Click the Development tab. The Developmental History page displays.
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j Medical-Developmental History List - Microsoft Internet Explorer provided by Covansys

Eile  Edit Yiew Fg\-'orites Tool:  Help

Back » = - ) 7] 7 | Q) Search (] Favorites S Media @l By S0

@ =Developmental History

= ¥ —Child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

m Pt Eligibility | Team Meetings m

Dumains[ Development [

¥ skill Type B T i

/_J Feeding Skils es IdFilskdjs Fhysical

1 1 records

Add Developmental Milestone .

Privacy Policy

¥Yer: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education

4. View the list of developmental milestones in the Developmental
Milestones table.

«Tip: You can click the ~ icon in the Detail column to view detailed developmental
milestone information. The Developmenta Milestones page displays when clicked.
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Enter a Developmental Milestone

Use this exercise to see how to enter developmenta milestones for a child.

Complete the following steps to finish this exercise:

Domains

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys
File  Edit

Wiew

Favorites

Tool:  Help

S Back ~ = - 2} (2] st | Q) Search (G Favoites GlfMedia o4 | By S =

“SPOEL000 Admin
Home

Child Care Management User Options

Child Detail

Child Name: Becky, Child - 100010062

Help Logoff

NN Health | Domains | Eligibility | Team Meetings || IFSP | Notes |

Child Detail [ Enrollment ]

Family Members |

Health Plans I

Social History

| E1status |

Child ID
Previous ID
Last Mame # -Becky
AKA Name

Date of Birth #* 04/01/2005

100010062

MI

Chronological Age

1 Month(s) [ 20 Day(s)

Child Status
MO State ID
First Name #
Gender #
Adjusted Age

Ackive

child

IFemaIe - I

Intake Coordinatorl, Spoe 1000

Parental Consent Obtained for Eval/Assessment  Yes Date 05/11/2005
Race #* ‘White (Mot Hispanic) ;I Language English
Ethnicity ;l Interpreter Needed? Mo
- Early Intervention Status
Referral Date 05§11/Z005 Eligibility Determination Date  05/11/2005 45-Day Timer 3 Day(s)
IFSP Date 0571972005 Annual Review Due & Month Review Due
Service Coordinator Phone
Intake Coordinator Phone 999-099-5555

~ Primary Contact

Name Becky, Mother Relationship Maother
Phone 516-456-7591 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

¥Yer: 1.99

Service Coordination

| Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy [

2. Click the Domains tab. The Domain Summary page displays.
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3 Domain Summary - Microsoft Internet Explorer provided by Covansyps

File Edit Eiéw Favoites  Tools H'ei-p

-%Back v o @ ﬁ | (gl Search [&] Favaiites '@'M'edia o4 | - S = .-

@ =Domain Summary
Child Name: Becky, Child - 100010062
SPDEL000 Admin
Home Child Care Management User Options Help Logoff

Chlld | Health | _ ] Ellglblllty 1" Team I'o"léet'i'ngs |'IFSP | Notes

Domains Development '
Search Filter
Darmnain IAII - I € Currert & all
Domain List
Detail Domain | Evalilssess Completed ¥ Date Additional Eval/Assess Needed | Authorization
Collected
)_) Phyysical Yes 0571072005 ¥es IFSP
';_J Vision Yes 05§12/2005 Mo Elig A100010062-1
1 2 records
Assessment Without Authorization
MNew Authorization Domain Summary Report

3. Click the Development tab. The Developmental History page displays.
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Developmental History List - Microsoft Internet Explorer provided by Covansys

Edit Eiéw Favarites Tools
Back » = - ) 7] 7 | Q) Search (] Favorites S Media @l Ea = =
(" =Developmental History
=

= Ehild Mame: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

m Pt Eligibility | Team Meetings m

Domains l Development [
e 210 = = = O =
oetai Vsaiipe | Concom | Commeni ] T
/_J Feeding Skils es IdFilskdjs Fhysical
1 1 records
Add Developmental Milestone .

¥Yer: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Click Add Developmental Milestone. The Developmental Milestones
page displays.
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a Developmental Milestones - Microzoft Internet Explorer provided by Covansys

skill Type #* Feeding Skills ;I
Skills List
¥ Acquired Skill
| Eats soft Foods only |
&5, Eats solid foods
O Feeds self wifork |
1 17 records |
1s this an area of  Ves O Ha

concern?

Comnient E

Reset | Close || Save |

5. Select a Skill Type. The Skills List table will refresh to display skills of
the selected type.

6. Select a check box in the Select column of the Skills List table to indicate
that a specific skill has been acquired by the child. More than one skill
can be selected. If the child has acquired none of the skills listed, you can
skip this step.

7. Select the Yes or No radio button in Is this an Area of Concern? to
indicate that certain concerns surround the selected skill(s).

8. In Comment, enter any comments about the selected skill(s) in 250
characters or less.

9. Click Save.
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Enter Eligibility Determination for an Eligible Child

Use this exercise to enter digibility determination information for an eligible child.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific

child record. The Child Detail page displays.

Child Detail - Microsoft Internet Explorer provided by Covansps

File Edit “iew Favoites Tools Help
“Back » = - 3 (4] 2} | ‘@ Search [3Favoites ) Media 4 | S =
@ =Child Detail
=W Child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff Site Map
ofyII:M| Health | Domains | Eligibility || Team Meetings | IFSP | Notes |
Child Detail I Enrollment | Family Members | Health Plans I Social History | EI Status |
Child ID 100010082 Child Status Ackive
Previous ID MO State ID
Last Mame #* Beacky MI First Name #* Child
AKA Name Gender #* IFemaIe vI
Date of Birth # 04/01/2005 Chronological Age 1 Monthis) | 20 Day(s) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Yes Date 057112005
Race #* White (Mot Hispanic) ;I Language English
Ethnicity ;l Interpreter Needed? Mo
- Early Intervention Status
Referral Date 05§11/2005 Eligibility Determination Date  05/11/2005 45-Day Timer 8 Day(s)
IFSP Date 05§19/2005 Annual Review Due 6 Month Review Due
service Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spos 1000 Phone 999-999-5855
~ Primary Contact
MName Becky, Mother Relationship Mother
Phone S16-456-7891 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
“Service Coordination “Transfer History | Reset W Back [ Save |
Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click the Eligibility tab. The Eligibility Determination page displays.
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/2§ Eligibility Determination - Microzoft Internet Explorer provided by Covansys

File  Edit “iew Favortes Toole  Help

GBack + = - ) [7] 43 | Q4 Seaich [ Favoites 40 Media ®| By S =

("W =Eligibility Determination
_" Ehild Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Eligibility Determination | __Fligibility Source | Eligibility Authorizations | Eligibility notes

Eligibility Determination Date 'iJE,I'l 1/2005 Enrollment Dates 05/11/2005 Ta

_ % Child Is Eligible

Eligibility Réasnn(s)

m Eligibility Reason Delete
)_J Medical Condition Associated with MRJDD Exists Delete]
i /J “ery low birth weight AMD one or more of the Following conditions Delete]

Add Eligibility Reason

Primary Program Eligibility Diagnosis 001 /_) DX Description CHOLER A
"Eligibility Notes | View Eligibility History |"Reset W Back” |l Update Eligibility

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Polic

[

3. Enter or select the Eligibility Determination Date. You can click the %
icon to select a date from a calendar. The date specified must be in
MM/DD/CCYY format. The date specified must be greater than the
referral date for the enroliment period. The date specified cannot be
greater than the initial/Interim IFSP Team Meeting date. If this field is left
blank when the eligibility edits run and if the eligibility passes successfully,
today's date is automatically entered and saved. Once the eligibility edits
run, the Eligibility Determination Date cannot be changed.

«Tip: Enrollment Period displays the dates for the enrollment period currently being
viewed. The enrollment period starts from the referral date to the date the child’s
enrollment record is ended. If you are viewing the current enrollment period, the To date
isblank. Thisinformation is read-only and cannot be changed.

4. Select the Child Is Eligible radio button to indicate that the child is eligible
to participate in the program. If selected, an ICD9 Code is required before
the eligibility can be processed and saved. If selected, at least one of the
four eligibility reasons must exist with active dates. If the reason selected
has additional check boxes below it, a minimum of one for each must be
selected. Once a child is determined eligible, the child cannot be changed
back to ineligible after the edits program runs.

5. Add eligibility reasons as necessary until all relevant eligibility reasons
have been added. For more information on the process of adding
eligibility reasons, see Add an Eligibility Reason.
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€Note: If necessary, click anicon displayed in the Detail column of the Eligibility
Reason(s) tableto view or update a specific eligibility reason.

€Note: If necessary, click alink in the Delete column of the Eligibility Reason(s) table
to delete a specific eigibility reason.

6. Select a radio button in the Primary column of the Eligibility Reason(s)
table to specify a specific reason as the primary reason for eligibility. Only
one reason may be marked as the primary eligibility reason. One primary
eligibility reason is required to successfully pass the eligibility edits. If a
primary eligibility reason is ended, a new primary eligibility reason must be
identified to successfully pass the eligibility edits (only the Case
Administrator may make these changes).

7. Select a Primary Program Eligibility Diagnosis from the Diagnosis List
using the link. This is required in order to pass eligibility edits. The
diagnosis must exist on the child’s diagnosis page to be selected as the
Primary Program Eligibility. Once selected, the ICD9 code and description
are displayed as read-only information.

8. Once all of the eligibility determination information is correct, click Save..
When Save is clicked, a message asking you to confirm that you want to
run the eligibility edits. Click Yes or No to continue. If Yes is clicked,
eligibility edits are processed. If errors are found during this process, the
Data Edit Errors page displays. If no errors are found during this
process, a message displays indicating that the eligibility edits were
successful. After edits have been run for eligibility, the save button is
unavailable for the remainder of the enrollment period. If No is selected,
the information entered is saved, but no eligibility edits are processed.

€Note: After the eligibility determination information has been saved, it can only be
updated by a Case Administrator and only if the child's enrollment is current and active.
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Enter Eligibility Determination for an Ineligible Child
Use this exercise to enter eligibility determination information for an ineligible child.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microzoft Internet Explorer provided by Covansys

File Edit Wiew Favortes Tools  Help
GiBack » = - 23 4] 43 | Qi Search [ Favoites ) Media @l E
(@ =Child Detail

= Child Name: Wallaby, child - 100010088
SPOE1000 Admin

Child Care Management | User D.pl:ions Logoff
(ofy(I[:M| Health | Domains |
Child Detail I Enrollment | Family Members | Health Plans | Social History | EI Status |
Last Mame * |‘Wallaby MI First Name #* child
AKA Name Gender #* IFemaIe 'I
o,
Date of Birth # [03/30/2005 ~* Chronological Age 2 Manth(s) | 5 Davis) Adjusted Age 5 'Wesk(s)
Child 1D 100010085 Child Status Active MO State ID
Previous ID [ Duplicate Child Duplicate OF
Parental Consent Obtained for Eval/Assessment  Yes Date 05/24/2005
Race #* shite (Mok Hispanic) ;I Language English
Ethnicity ;l Interpreter Needed? Mo

~ Early Intervention Status

Referral Date 05/24)2005 Eligibility Determination Date  05/24)2005 45-Day Timer 11 Davis)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator Phone

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-3335

~ Primary Contact

Mame wallaby, mom Relationship Mother
Phone 573-555-1212 Email

- Medicaid
Medicaid Eligible Undetermined ML+ Eligible Undetermined

" Service Coordination | Transfer History |“Reset W Back M Save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click the Eligibility tab. The Eligibility Determination page displays.
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gibility Determination - Microzoft Internet Explorer provided by Covansyps

Edit  View Favortes Tools  Help

GaBack ~ = - 2 7] 4 | @) Gearch (G Favortes G Media <% | - S =

(" =Eligibility Determination
=% child Name: Wallaby, child - 100010088
" SPOE1000 Admin

“Child Care Management | User Options Logoff

"Child | Health | Domains ="M Notes :
Eligibility Determination | __Etigibility Source | Eligibility Authorizations | Eligibility notes |
Eligibility Determination Date % [05/24/7005 &5 Enrollment Dates 05/z4{z005 Ta

_ (% Child Is Eligible

m Eigiity Rosson

,J Yery low birth weight AND one or more of the Following conditions EEE

Primary Program Eligibility Diagnosis #* '-1'21.32 j_) D¥ Description LOY BIRTH WEIGHT STATUS, 500-999 GRAMS

_ (" Child Is Not Eligible
Selecting this option will end the enrollment period Far this child after the Eligibility edits are processed.

Reason {(Optional) E
[-]
v End Enrollment End Enroliment Reason |Part C Inelighle =l

" Eligibility Notes View Eligibility History “Reset W Back W Save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Enter or select the Eligibility Determination Date. The date specified
must be in MM/DD/CCYY format. You can click the % icon to select a
date from a calendar. The date specified must be greater than the referral
date for the enrollment period. The date specified cannot be greater than
the initial/Interim IFSP Team Meeting date. If this field is left blank when
the eligibility edits run and if the eligibility passes successfully, today's
date is automatically entered and saved. Once the eligibility edits run, the
Eligibility Determination Date cannot be changed.

«Tip: Enrollment Period displays the dates for the enrollment period currently being
viewed. The enrollment period starts from the referral date to the date the child’s
enrollment record is ended. If you are viewing the current enrollment period, the To date
isblank. Thisinformation isread-only and cannot be changed.

4. Select the Child Is Not Eligible radio button to indicate that the child is
ineligible to participate in the program.

5. Under Child Is Not Eligible, enter the Reason that the child is not eligible
to participate in the program.
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«Tip: When achildisnot eligible, the End Enrollment checkmark displays and
indicates that you are ending the enrollment period for the child. End Enrollment
Reason displays the default reason that the child isineligible. Thisinformation is read-
only and cannot be changed.

6. Once all of the eligibility determination information is correct, click Save.
When Save is clicked, a message asking you to confirm that you want to
run the eligibility edits. Click Yes or No to continue. If Yes is clicked,
eligibility edits are processed. If errors are found during this process, the
Data Edit Errors page displays. If no errors are found during this
process, a message displays indicating that the eligibility edits were
successful. After edits have been run for eligibility, the save button is
unavailable for the remainder of the enrollment period. If No is selected,
the information entered is saved, but no eligibility edits are processed.

€Note: After the éigibility determination information has been saved, the child's
current enrollment is ended and the child's information can no longer be changed.
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Add an Eligibility Reason
Use this exercise to add an eligibility reason.

£Note: Thisfunction isonly available for current, active enrollment and only if the
eligibility determination information has not been saved. Oncethe dligibility
determination information for the current, active enrollment is saved, it can only be
changed by a Case Administrator.

Thisfunction is apart of the processes of entering and updating eligibility determination
information and therefore begins on the Eligibility Determination page. For more
information about the processes on which this function depends, and the steps necessary
to display the Eligibility Determination page for a child, see the following exercises:

e Enter Eligibility Determination for an Eligible Child

e Update Eligibility Determination Information

Complete the following steps to finish this exercise:

1. On the Eligibility Determination page, click Add Eligibility Reason. The
Add Eligibility Reason page displays.

43 Add Eligibility - Microzoft Internet Explorer provided by Covansps

Eligibility Reason IF‘hysician Confirmation of Sther Condition Associated wikth MRDD ;l

- Reason Detail

Diagnosis Code for ,_J Description

Condition

Domain | Select | Statement of impac
Cognitive H [

Communication r

Adapkive r

@ Update Eligibility Reason

2. Select a primary Eligibility Reason from the drop-down list. Fields
specific to the eligibility reason selected display under Reason Detail.

€Note: A reason may be added one at atimeto the Eligibility Reason(s) table on the
Eligibility Determination page. After an item is added to the table on the Eligibility
Determination page, that item is no longer available as an option in the Eligibility
Reason drop down list on this page.

3. Under Reason Detail, complete the information required for the eligibility
reason selected. A different detail for each eligibility reason is required to
save the eligibility reason to the child’s record.
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4. Once all of the information is correct, click Update Eligibility Reason.

€Note: Clicking Update Eligibility Reason adds the eligibility reason to the Eligibility
Reason(s) table on the Eligibility Determination page, but the eligibility reason is not
actually saved to thelist until the eligibility reason validation edits are passed.
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Update an Eligibility Reason
Use this exercise to update an eligibility reason.

£Note: Thisfunction isaCase Administrator option only, and only available for users
with Case Administration rights. Case Administrators can perform this function after
eligibility has aready been determined. Thisfunction isonly available for current, active
enrollment and only if the eigibility determination information has been saved but the
eligibility edits have not been completed. Once the digibility determination information
for the current, active enrollment is saved, it can only be changed by a Case
Administrator.

Thisfunction is a part of the processes of entering eligibility determination information
and therefore begins on the Eligibility Determination page. For more information about
the processes on which this function depends, and the steps necessary to display the
Eligibility Determination page for a child, see Enter Eligibility Determination for an

Eligible Child.

Complete the following steps to finish this exercise:

1. On the Eligibility Determination page, click the + icon in the Detail column
for a specific eligibility reason. The Add Eligibility Reason page displays.

/2 Add Eligibility - Microsoft Internet Explorer provided by Covansys =] 3

Eligibility Reason |Very lows birth weight AMD one or more of the Following conditions ;I

Reason Detail

Yery low birth weight AND one or more of the following conditions exists.

" Apgar of 6 or less at 5 minutes [~ Yentilator or CPAP dependent For 72 hours or more

v Aspheexiation I™ Intra-cranial Bleeds (Grade 01, 101, Iv)

" Reset | Update Eligibility Reason

«Tip: TheEligibility Reason cannot be changed when updating an eligibility reason.

2. Update the Reason Detail as necessary.
3. Once all of the information is correct, click Update Eligibility Reason.

€Note: When the dligibility reason is updated and the admin user selects the save
button, the eligibility edits run automatically and must be passed before the updated
reason is actually saved to the list.
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View a List of Eligibility Sources
Use thisexercise to display alist of digibility sources.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

File  Edit ‘“iew Favorites Toolz  Help

i Back + o= - 2 (2] & | ChSearch 3 Favoites G Meda <4 | 55 =
& =Child Detail

=W child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Yer; 1.99

Copyright € 2004 Missouri Department of Elementary and Secondary Education

oy1[:W Health | Domains Eligibility Team Meetings | | Notes |
Child Detail I Enroliment | Family Members | Health Plans I Social History | EI Status |
Child ID 100010062 Child Status Active
Previous ID MO 5tate ID
Last Mame #* [Becky MI First Mame #* Child
AKA Name Gender #* IFemaIe 'I
Date of Birth #* 04/01/2005 Chronological Age 1 Month(s) { 20 Day(s) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Yes Date 05/11}2005
Race #* sehite (Mot Hispanic) ;l Language English
Ethnicity d Interpreter Needed? Mo
~ Early Intervention Status
Referral Date 05711/2005 Eligibility Determination Date  05/11/2005 45-Day Timer & Davis)
IFSP Date 057192005 Annual Review Due 6 Month Review Due
Service Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
~ Primary Contack
MName Becky, Mother Relationship Mother
Phone §16-456-7591 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
Service Coordination ! Transfer History m m m

Privacy Policy 8

2. Click the Eligibility tab. The Eligibility Determination page displays.
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oft Internet Explorer pr ed by Covansys

Fle Edi Help
GBack + = - ) [7] 43 | Q4 Seaich [ Favoites 40 Media $| By S =
("W =Eligibility Determination

Ehild Name: Becky, Child - 100010062
SPOEL000 Admin

Home Child Care Management User Options Help Logoff

| Health ::' Eligibility G bl m

Eligibility Determination T Eligibility Source | Eligibility Authorizations |

Wiew Fawortes  Tools

Eligibility Notes

Eligibility Determination Date  [05/11/2005 Enrollment Dates 05/11/2005 Tao

_ % Child Is Eligible

Eli ¥ Re
® /2 Medical Condition Associated with MR/DD Exists Delete
(e /J Wery low birth weight AMD one or more of the Following conditions Deletel

Add Eligibility Reason

Primary Program Eligibility Diagnosis ool ,_) DX Description CHOLER A
"Eligibility Notes View Eligibility History |"Reset W Back” |l Update Eligibility

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy §

3. Click the Eligibility Source tab. The Eligibility Source List page displays.

ty Source List - Microsoft Internet Explorer provided by Covansys

Fle Edit “iew Favortes Toolz Help

GBack ~ = - ) (2] A} | QSeach GiFavoites fMeda (3| By S =
("W =Eligibility Source List

= Ehild Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Eligibility Determination | Eigibility Source | Eligibility Authorizations | Eligibility notes |

Becky, Mother Parent/Guardian By Meeking
Dr. Spock Physician or Authorized Designee Ei Wiritken Report

I —— o

1 2 records

Add Eligibility Source

Yer: 1.99 Copyright @© 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. View the list of eligibility sources in the table.
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Enter an Eligibility Source
Use this exercise to enter an eligibility source.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

icrozoft Internet Explorer provided by Covansys

File Edt Miew
i Back + o= - 2 (2] & | ChSearch 3 Favoites G Meda <4 | 55 =
Child Detail

Favortes  Toolz  Help

=W child Name: Becky, Child - 100010062
SPOE1000 Admin

Home Child Care Management User Options Help Logofl

Yer; 1.99

Copyright € 2004 Missouri Department of Elementary and Secondary Education

(ofy/Il. M| Health | Domains Eligibility Teamn Meetings | IFSP || Notes |
Child Detail I Enroliment | Family Members | Health Plans I Social History | EI Status |
Child ID 100010062 Child Status Active
Previous ID MO 5tate ID
Last Mame #* [Becky MI First Mame #* Child
AKA Name Gender #* IFemaIe 'I
Date of Birth #* 04/01/2005 Chronological Age 1 Month(s) { 20 Day(s) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Yes Date 05/11}2005
Race #* sehite (Mot Hispanic) ;l Language English
Ethnicity d Interpreter Needed? Mo
~ Early Intervention Status
Referral Date 05711/2005 Eligibility Determination Date  05/11/2005 45-Day Timer & Davis)
IFSP Date 057192005 Annual Review Due 6 Month Review Due
Service Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
~ Primary Contack
MName Becky, Mother Relationship Mother
Phone §16-456-7591 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
Service Coordination ! Transfer History m m m

Privacy Policy 8

2. Click the Eligibility tab. The Eligibility Determination page displays.
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oft Internet Explorer pr ed by Covansys

Fle Edi Help
GBack + = - ) [7] 43 | Q4 Seaich [ Favoites 40 Media $| By S =
("W =Eligibility Determination

Ehild Name: Becky, Child - 100010062
SPOEL000 Admin

Home Child Care Management User Options Help Logoff

| Health ::' Eligibility G bl m

Eligibility Determination T Eligibility Source | Eligibility Authorizations |

Wiew Fawortes  Tools

Eligibility Notes

Eligibility Determination Date  [05/11/2005 Enrollment Dates 05/11/2005 Tao

_ % Child Is Eligible

Eli ¥ Re
® /2 Medical Condition Associated with MR/DD Exists Delete
(e /J Wery low birth weight AMD one or more of the Following conditions Deletel

Add Eligibility Reason

Primary Program Eligibility Diagnosis ool ,_) DX Description CHOLER A
"Eligibility Notes View Eligibility History |"Reset W Back” |l Update Eligibility

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy §

3. Click the Eligibility Source tab. The Eligibility Source List page displays.

ty Source List - Microsoft Internet Explorer provided by Covansys

Fle Edit “iew Favortes Toolz Help

GBack ~ = - ) (2] A} | QSeach GiFavoites fMeda (3| By S =
("W =Eligibility Source List

= Ehild Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Eligibility Determination | Eigibility Source | Eligibility Authorizations | Eligibility notes |

Becky, Mother Parent/Guardian By Meeking
Dr. Spock Physician or Authorized Designee Ei Wiritken Report

I —— o

1 2 records

Add Eligibility Source

Yer: 1.99 Copyright @© 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Click Add Eligibility Source. The Add Eligibility Source page displays.
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a Add Elhigibility Source - Microsoft Internet Explorer provided by Covansys

Source Name #* | |

Eligibility Source Role # I - I Specify if Other Role selected
Method of Input #* I - I Specify if Other Method selected

5. In Source Name, enter the first name and the last name of the individual
who provided input in the child's eligibility determination process in 65
characters or less.

6. Select a description of the role that the individual plays in the child's life
from Eligibility Source Role.

7. If Other is selected from Eligibility Source Role, enter a description of
the role that the individual plays in the child's life in Specify if Other Role
Selected.

8. Select the method by which the individual provided input in the child's
eligibility determination process from Method of Input.

9. If Other is selected from Method of Input, enter a description of the
method by which the individual provided input in the child's eligibility
determination process in Specify if Other Method Selected.

10.Click Save.
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View a List of Eligibility Authorizations
Use thisexercise to display alist of eligibility authorizations.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys
File  Edit ‘“iew Favorites Toolz  Help
i Back + o= - 2 (2] & | ChSearch 3 Favoites G Meda <4 | 55 =
(%@ =Child Detail
=% " child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff
oy1[:W Health | Domains Eligibility Team Meetings | | Notes |
Child Detail I Enroliment | Family Members | Health Plans I Social History | EI Status |
Child ID 100010062 Child Status Active
Previous ID MO 5tate ID
Last Mame #* [Becky MI First Mame #* Child
AKA Name Gender #* IFemaIe 'I
Date of Birth #* 04/01/2005 Chronological Age 1 Month(s) { 20 Day(s) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Yes Date 05/11}2005
Race #* sehite (Mot Hispanic) ;l Language English
Ethnicity d Interpreter Needed? Mo
~ Early Intervention Status
Referral Date 05711/2005 Eligibility Determination Date  05/11/2005 45-Day Timer & Davis)
IFSP Date 057192005 Annual Review Due 6 Month Review Due
Service Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
~ Primary Contack
MName Becky, Mother Relationship Mother
Phone §16-456-7591 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
Service Coordination ! Transfer History m m m
Yer: 1.99 Copyright € 2004 Missouri Department of Elementary and Secondary Education Privacy Policy 8

2. Click the Eligibility tab. The Eligibility Determination page displays.
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y Determination - M zoft Internet Explorer provided by Covansys

File  Edit  Wiew Faworites

GBack + = - ) [7] 43 | Q4 Seaich [ Favoites 40 Media $| By S =
Eligibility Determination

=@ Child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

| Health ::' ST Team Meetings m

Eligibility Determination T Eligibility Source | Eligibility Authorizations |

Eligibility Determination Date  [05/11/2005 Enrollment Dates 05/11/2005 Tao

Toolz  Help

Eligibility Notes

_ % Child Is Eligible

Eligibility Reason Delete

® /2 Medical Condition Associated with MR/DD Exists Delete
(e /J Wery low birth weight AMD one or more of the Following conditions Deletel

Add Eligibility Reason

Primary Program Eligibility Diagnosis ool ,_) DX Description CHOLER A
"Eligibility Notes View Eligibility History |"Reset W Back” |l Update Eligibility

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy §

3. Click the Eligibility Authorizations tab. The Eligibility Authorizations
page displays.

oft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help

@Bck = R A | Qi Search [&]Favoites G Media (4 | -5 =
("# =Eligibility Authorization

=@ Child Name: Becky, Child - 100010062
SPOE1D0D Admin
Home Child Care Management User Options Help Logoff

Eligibility Determination | _Eligibility Source | Eligibility Authorizations | __Etigibility Notes
Search Filter
[+ Show Current Envollment Authorizations Grily
& D = 0
A | uorizaion | Eiecive Dato T
&] A100010062-1 05/12/2005 - 05/31/2005  Eval/Assessment Visian Services Discontinued
1 1 records
Domans |

Yer: 1.99 Copyright € 2004 Missouri Department of Elementary and Secondary Education Privacy Policy
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«Tip: Under Search Filter, you can select the Show Current Enrollment
Authorizations Only check box to display only currently enrollment authorizations in
the Authorization List table. When the check box is selected or cleared, the information
displayed in the Authorization List tableis refreshed.

4. View the list of eligibility authorizations in the table.

«Tip: You can click theicon in the Auth column to view detailed authorization
information. The View Authorization Detail page displays when clicked.
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View a List of Eligibility Notes

Use thisexercise to display alist of digibility notes from the Eligibility Determination
page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the + icon in the Detail column for a specific
child record. The Child Detail page displays.
hild Detail - Microsoft Internet Explorer provided by Covansys
File  Edit  Wiew
GBack » = - () 4] 4| QiSeach [EFavortes iMedia (4| By S =1
™ =Child Detail

Favortes  Toolz  Help

=@ Child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management

User Options Help Logofl

SYTW Health | Domains | Eligibility | Team Meetings | IFSP | Notes |

Child Detail I Enrollment | Family Members | Health Plans I Social History | EI Status |
Child 1D 100010062 Child Status Active
Previous ID MO State ID
Last Mame #* Becky MI First Mame # Child
AKA Name Gender #* IFemaIe - I
Date of Birth # 04/01/2005 Chronological &ge 1 Monthis) | 20 Dayis) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Yes Date 05112005
Race #* white (Mot Hispanic) ;l Language English
Ethnicity =1 Interpreter Needed? Mo
- Early Intervention Status
Referral Date  0S§11/2005 Eligibility Determination Date  05/11/2005 45-Day Timer & Dav(s)
IFSP Date 05§19/2005 Annual Review Due & Month Review Due
Serrice Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-3555
~ Primary Contact
Name Becky, Mother Relationship Mother
Phone §16-456-7591 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

¥Yer: 1.99

Service Coordination

! Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy §

2. Click the Eligibility tab. The Eligibility Determination page displays.
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y Determination - M zoft Internet Explorer provided by Covansys

File  Edit “iew Favortes Toole  Help
GBack + = - ) [7] 43 | Q4 Seaich [ Favoites 40 Media $| By S =
Eligibility Determination

Ehild Name: Becky, Child - 100010062
SPOEL000 Admin

Home Child Care Management User Options Help Logoff

Eligibility Determination r Eligibility Source | Eligibility Authorizations | Eligibility Notes

Eligibility Determination Date  [05/11/2005 Enrollment Dates 05/11/2005 Tao
_ % Child Is Eligible

Eligibility Reason Delete

/2 Medical Condition Associated with MRDD Exists Deletel

(e /J Wery low birth weight AMD one or more of the Following conditions Deletel

Add Eligibility Reason

Primary Program Eligibility Diagnosis ool ,_) DX Description CHOLER A
"Eligibility Notes View Eligibility History |"Reset W Back” |l Update Eligibility

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy S

3. Click Eligibility Notes. The Eligibility Notes List page displays.

icrozoft Internet Explorer provided by Covansps

File Edit ‘“iew Favortes Tools  Help

i Back + = - 2 [2) & | ChSearch 3 Favoites G Media <4 | 5 5 =
Eligibility Notes List

= Child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

"Child | Health | Domains |M=IFCIM  Team Meetings || IFSP | Notes |

Eligibility Determination ] Eligibility Source | Eligibility Authorizations | Eligibility Notes

/'_'J 05/11/2005 spoe 1000admin Idjfl;ksiFdl;siF

1 1 records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy
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4. View the list of eligibility notes in the table.

«Tip: You can click the ~* icon in the Detail column to view detailed eligibility note
information. The Add Eligibility Notes page displays when clicked.
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Enter an Eligibility Note
Use this exercise to enter an eligibility note from the Eligibility Determination page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

File  Edit ‘“iew Favorites Toolz  Help

i Back + o= - 2 (2] & | ChSearch 3 Favoites G Meda <4 | 55 =
& =Child Detail

=W child Name: Becky, Child - 100010062
SPOE1000 Admin

Home (Child Care Management

User Options Help Logoff

(| Health | Domains | Eligibility " TeamMeetings |

[Wotes|

Child Detail I Enroliment | Family Members | Health Plans I Social History | EI Status |
Child ID 100010062 Child Status Active
Previous ID MO 5tate ID
Last Mame #* [Becky MI First Mame #* Child
AKA Name Gender #* IFemaIe 'I
Date of Birth # 04/01/2005  Chronological Age 1 Monthis) | 20 Day{s) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Ves Date  05/11/2005
Race #* sehite (Mot Hispanic) ;l Language English
Ethnicity d Interpreter Needed? Mo

~ Early Intervention Status
Referral Date 05711/2005 Eligibility Determination Date  05/11/2005 45-Day Timer & Davis)

IFSP Date 057192005 Annual Review Due 6 Month Review Due

Service Coordinator Phone

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
~ Primary Contack

MName Becky, Mother Relationship Mother

Phone §16-456-7591 Email
- Medicaid

Medicaid Eligible Undetermined MC+ Eligible Undetermined

! Transfer History

Service Coordination

Yer: 1.99 Copyright € 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy 8

2. Click the Eligibility tab. The Eligibility Determination page displays.
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oft Internet Explorer pr ed by Covansys

File  Edit “iew Favortes Toole  Help
GBack + = - ) [7] 43 | Q4 Seaich [ Favoites 40 Media $| By S =
)=Eligibility Determination

Ehild Name: Becky, Child - 100010062

User Options Help Logoff

Eligibility Determination r Eligibility Source | Eligibility Authorizations | Eligibility Notes

Eligibility Determination Date  [05/11/2005 Enrollment Dates 05/11/2005 Tao

_ % Child Is Eligible

ligibility Reason(s)

| Primary | Detail | Eligibility Reason Delete

® /2 Medical Condition Associated with MR/DD Exists Delete
(e /J Wery low birth weight AMD one or more of the Following conditions Deletel

Add Eligibility Reason

Primary Program Eligibility Diagnosis ool ,_) DX Description CHOLER A
"Eligibility Notes View Eligibility History |"Reset W Back” |l Update Eligibility

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy S

3. Click Eligibility Notes. The Eligibility Notes List page displays.

rosoft Internet Explorer provided by Covansys

Edit ‘“iew Favoites Toolz Help

i Back + = - 2 [2) & | ChSearch 3 Favoites G Media <4 | 5 5 =
ty Notes List

= Child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

"Child | Health | Domains |M=IFCIM  Team Meetings || IFSP | Notes |

Eligibility Determination ] Eligibility Source | Eligibility Authorizations | Eligibility Notes

/'_'J 05/11/2005 spoe 1000admin Idjfl;ksiFdl;siF

1 1 records

Yer: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Click Add Notes. The Add Eligibility Notes page displays.
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a Add Eligibility Hotes - Microsoft Internet Explorer provided by Covansys

Eligibility Moke Date * S

Eligibility Notes #* E

“reset [ close | save |

5. Enter or select the Eligibility Note Day. You can click the % icon to select
a date from a calendar. If the date is left blank, today's date is entered.

In Eligibility Notes, enter the text of the note in 250 characters or less.
7. Click Save.

€Note: Once an eligibility note is saved, the note can no longer be updated or changed.
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The Team Meetings tab is not available until the child’s record isin Eligibility status.
This means the child has been determined eligible for E.I. services and has passed the
program edits related to Eligibility.

Meeting Types

There are six different meeting types within the system and it isimportant to understand
that the business rules for each meeting type are part of the Early Intervention program
compliance edits and must be met to schedule and finalize each meeting type.

Interim

The Interim meeting type is designed only for those children who require immediate
Early Intervention services prior to the Initial meeting. The Interim meeting can only be
held one time and it must be the very first meeting on a child’s enrollment period. The
very first meeting that can be scheduled must be an Interim or Initial meeting.

Initial

The Initial meeting is required for each child in the program and is used to plan the IFSP
for the child and family. The Initial meeting is arequired meeting for each enrollment
period. The very first meeting that can be scheduled must be an Initial or Interim
meeting. An Annual, Inter-periodic, or 6-Month Review meeting cannot be scheduled if
the Initial meeting has not been finalized. IFSP specifications are established during the
Initial meeting and determined by the IFSP type.

Annual

Every 365 days, the IFSP needs to be reviewed by adding an Annual meeting. Annual
meetings can only be scheduled after the Initial and 6-Month Review meetings have been
finalized. The IFSP specifications for the next IFSP period are established during the
Annual meeting and determined by the IFSP type.

Inter-periodic

A parent or other team member may call ateam meeting at anytime. When this occurs,
an Inter-periodic meeting needs to be created. Inter-periodic meetings are held at any
time during an IFSP period. During the Inter-periodic meeting, the IFSP specifications
for the current IFSP period cannot be changed, but IFSP data may be updated and service
authorizations can be added.
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6-Month Review

A 6-Month Review of the IFSP is required six months after the Initial meeting as well as
six months after each Annual meeting. The 6-Month Review meeting must be schedul ed
and finalized before the next Annual meeting may be scheduled. The 6-Month Review
meeting must be held during a current IFSP period. During the 6-Month Review meeting,
the IFSP specifications for the current IFSP period cannot be changed, but IFSP data may
be updated and service authorizations can be added.

Lapsed IFSP

If ameeting cannot be held due to scheduling requirements causing a gap in the services
that can be delivered to a child; the Case Administrator may create a Lapsed IFSP to
cover these services for a maximum of 45-days until the meeting can be held. A Lapsed
|FSP does not require a meeting be scheduled; because the Case Administrator uses the
L ocation Administration menu option on the Child Care Management menu to create
aLapsed IFSP automatically. New service authorizations may not be created for a
Lapsed IFSP. Instead, only those authorizations that existed from the previous IFSP
period may be “continued” for the duration of the Lapsed IFSP period. A Lapsed IFSP
cannot be created if a current IFSP exists on the child’srecord. Two Lapsed IFSP
meetings cannot be created back to back. A Lapsed IFSP cannot be the first meeting
created on a child's record.
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Meeting Statuses
There are five different meeting types within the system.

Tentative

Meeting status of Tentative is given to al meetings when first created and saved. To
schedule a meeting, the meeting status must be Tentative. Only meetings with a status of
Tentative may be deleted on the Team Meeting Planner page. Tentative meeting
information can be updated at any time.

Scheduled

A meeting can be Scheduled if no other meeting has a status of Scheduled or Ongoing
and the meeting date is within 30 days in the future of the current date. If the meeting
date is more than 30 days in the future, the meeting status will remain at Tentative. A
meeting date in the past may be scheduled if it does not exceed 60 days as of the current
date and does not supercede any other business rules (like an Annual meeting being held
prior to the Initial meeting). Once ameeting is Scheduled, it may not be del eted.

Canceled

The meeting status of Canceled is only used for those meetings that are not going to be
held and have a current status of Scheduled.

Rescheduled

The Reschedule option is available if the meeting status is Scheduled and the meeting
date or primary meeting type must be changed. If the primary meeting type or meeting
date needs to be adjusted, the meeting can be Rescheduled. A Rescheduled meeting is
saved as a new meeting with a status of Tentative. The originating meeting may not be
updated once it has been Reschedul ed.

Ongoing

The meeting status is updated from Scheduled to Ongoing when the meeting date is the
same as or prior to the current date. The status remains at Scheduled until the first
meeting attendance record is updated and saved to the system. Once ameeting is
Ongoing it cannot be Canceled or Rescheduled. A meeting will remain in Ongoing status
until it isfinalized.
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View IFSP Team Meeting History
Use this exercise to view |FSP team meeting history.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.
hild Detail - Microsoft Internet Explorer provided by Covansys
Fle Edit iew
i Back » = - ) (3] Al DiSeach [FiFavoies FiMeda 4| E S =
Child Detail

Favortes  Toolz  Help

= hild Name: Becky, Child - 100010062

POE1000 Admin
Home Child Care Management User Options Help Logoff

oy1[:W Health | Domains Eligibility Team Meetings | | Notes |
Child Detail I Enroliment | Family Members | Health Plans I Social History | EI Status |
Child ID 100010062 Child Status Active
Previous ID MO 5tate ID
Last Mame #* [Becky MI First Mame #* Child
AKA Name Gender #* IFemaIe 'I
Date of Birth # 04/01/2005  Chronological Age 1 Monthis) | 20 Day{s) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Ves Date  05/11/2005
Race #* sehite (Mot Hispanic) ;l Language English
Ethnicity d Interpreter Needed? Mo
~ Early Intervention Status
Referral Date 05711/2005 Eligibility Determination Date  05/11/2005 45-Day Timer & Davis)
IFSP Date 057192005 Annual Review Due 6 Month Review Due
Service Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
~ Primary Contack
MName Becky, Mother Relationship Mother
Phone §16-456-7591 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
Service Coordination ! Transfer History m m m

Yer: 1.99 Copyright € 2004 Missouri Department of Elementary and Secondary Education Privacy Policy 8

2. Click the Team Meetings tab. The Meeting History page displays.
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4} Meeting History - Microsoft Internet Explorer provided by Covansys
File  Edit ‘“iew Favorites Toolz  Help

i Back + o= - 2 (2] & | ChSearch 3 Favoites G Meda <4 | 55 =

("W =Meeting History

=% child Name: Becky, Child - 100010062
POE1000 Admin
Home Child Care Management User Options Help Logoff

Child | Health | Domains | Eligibility [IRET L IFSP | Notes |

Meeting History [ Meeting Planner | vleeting Activities | Team Members |
Meeting List
| Setect | Meeting Type IFSP Period ¥ Meeting Date
e Initial 05/19/2005 Ongaing
e, Inkerim 05/15/2005 - 05/30/2005 05/15/2005 Finalized
1 2 records
“Resettist

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

€Note: If noteam meetings currently exist for achild, the Team Meeting Planner page
displays when the Team Mesetingstab is clicked. The Meeting History page can only be
displayed after the first team meeting is schedul ed.

3. In the Meeting List table, click the radio button in the Select column to
select the meeting to view.

«Tip: When a scheduled meeting should occur, it is highlighted in the M eeting List
table. Once aradio button is selected in the Select column, you must click the Reset List
button to clear the selection and view the most current meeting's information on the pages
within Team Meetings. Once ameeting is selected, the | FSP Date is displayed at the
top right of the page.

4. Click the Meeting Planner tab. The Team Meeting Planner page
displays.
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j IFSP Meeting Planner - Microsoft Internet Explorer provided by Covansys

File  Edit ‘“iew Favorites Toolz  Help

i Back + o= - 2 (2] & | ChSearch 3 Favoites G Meda <4 | 55 =
%@ =Team Meeting Planner

=W child Name: Becky, Child - 100010062 IFSP Date: 05/15/2005 &
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

“Chitg | Heath | Domains | Engibiy | IYRXTYIYIN e | Notes |

Meeting History | Meeting Planner* [ Meeting Activities™ | Team Members |
Primary Meeting Type # Interim Meeting Status Finalized
secondary Meeting Type [ Transition [~ Part B [~ Compensatory
Meeting Date #* 05/15{2005  Time #* 10000 &M Bhemen SPM Meeting Duration # &0 Minutes
Location Address ] Location Description =
[ -] [ -
Meeting Agenda =]
[ -
“Team Meetlng Member List )
(Detal | WemborMame | Roe | Spocialy | Phone | Noted
J'._) Inkake Coordinatorl, Spoe 1000 [ Admin 1000 Intake Service Coordinator  Intake Coordinator  999-999-5855 |
/'_) Coordz, Service | Service Coord 2 Evaluator Service Coordinator  999-999-5555 m
1 2 records

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

5. View the meeting planner information. Depending on the status of the
meeting, some of this information may be updated and team members
may be added or removed. You can click the 2 link in the Detail column
to view detailed team member information.

€Note: If ameeting isfinalized, the tabs within the Team Meetings and | FSP areas are
displayed inred. Tabswith red asterisks indicate areas that are in view-only mode.
Information on tabs with red asterisks is read-only and cannot be changed. This allows
you to view the information that was added for a meeting that has been finalized.

«Tip: Toremove ateam meeting member on this page, click theﬁ icon in the Remove
column of the Team Meeting Member List table. Members serving as the Service
Coordinator or the Intake Coordinator cannot be removed.
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6. Click the Meeting Activities tab. The IFSP Team Meeting Activities page
displays.

IFSP Team Meeting Activities ?}
“hild-Name: Allen, Child - 100010017 IFSP Date: 05/09/2005 275!

dmin IFSP Period: 05,/09,/2005 - 05/22,/2005

Hom are Management | User Options

crie | Team Meetings |l Wil
Meeting History | Meeting Planner™® | Meeting Activities™ I Team Members |
W Attendance ] Meeting Motes
ﬁ IFSP Specifications ﬁ Transition Information
¥ Review Family Assessment ¥ Team Communications
¢ Team Summary of Present Level el N
w Outcome List 0R Outcomes Reviewed . Delivered Service(s) (Optional}
aﬂ Parental Consent For IFSP Services ,ﬁ Finalize Meeting
aﬁ IFSP Authorizations orR Other Services

7. View the meeting's activities. You can click on the links available on the
page to view detailed information for each activity. Depending on the
status of the meeting, some of the activities may be updated.

8. Click the Team Members tab. The IFSP Team Member List page
displays.

<3 IFSP Team Member List - Microsoft Internet Explorer provided by Covansys

Edit  “iew Favaorites Tools  Help

i Back + o= - 2 (2] & | ChSearch 3 Favoites G Meda <4 | 55 =
FSP Team Member

=% child Name: Becky, Child - 100010062 IFSP Date: 05/15/2005 %ir
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

“Grild | Health | Domains | Eigibity [ RITRYTYCITINN (PSP | Notes |

Meeting History ] Meeting Planner | Meeting Activities | Team Members |

Search Rlter

W Show &ctive Only

Team Member List

Cetal | WomberhgencyName | oo | Specialy | Prone |V Staribate | Eniae

r) Coordz, Service | Service Coord 2 Evaluator Service Coordinator 999-993-5555 05/15/2005
Intake Coordinatori, Spoe 1000 | Admin Inkake Service Inktake Coordinator 999-999-5555 05/11}2005 05/31]2005
1000 Coordinator
1 2 records
add Team Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy B

9. View the current list of team members. You can click the # link in the
Detail column to view or update detailed team member information, or
click Add Team Member to add additional team members as necessary.
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10.Click the IFSP tab. The IFSP Team Summary page displays.

SIFSP Team Summary

- Child Name: Cindy, Cindycindy - 100010016

SPOE1000 Admin
Home | Child Care Management | User Options | Help | Logoff Site Map

[Chit | Heaith | Domains | Eigibity | Team Westings  JIZTA Notos |

Present Level | Family Assessment I Dutcomes | Authnrizations| DOther Services I Transition |

Team Summary - Present Level

¥ Meeting Domain | Strengths [ Concerns
Date

g
a
g

pal 08/01 /2005 Physical blah blah
el 0601 {2005 Cognitive blah hlah
,_) 05)27/2005 Vision blah blah
,'.J 05/24/2005 Communication still crying skuff
j'J 05/05/2005 Cognitive Her eyes look like they recognize us. Mok a lok of expression,
I') 05/05/2005 Communication Is able to cry. Boy, is she able to cry. Makes almost no noise whatsoever,
‘;_) 05/05/2005 Adaptive Mot a lok of strengths here, Doesn't seem ko adapt to anything,
/'_) 05/05/2005 Physical Her trunk and legs seem mostly normally developed, Her head is small.
J'_J 05/05/2005 Wision She has eyes, She doesn't see very well,
,'_) 05/05/2005 Hearing She has ears, She doesn't seem to hear very well,
,_) 05/05/2005 Social/Emational Cries a lot, Cries a lot,
1 11 records

Domain Summary Report

Privacy Policy

Wer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education

11.View the team summary information. You can click the + link in the
Detail column to view detailed team summary information. Depending on
the status of the meeting, some of this information may be updated, or
new team summaries may be added.

12.Click the Family Assessment tab. The Family Assessment page
displays.
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Assessment - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help

GBack -~ o= - 2 [2] 7 | Qi Search [&]Favoites G Media (4 | -5 =
(@ =Family Assessment

Child Name: Becky, Child - 100010062 IFSP Date: 05/
SPOE1D0D Admin
Home Child Care Management User Options Help Logoff

'Child | "Health | Domains || Eligibility |  Team Meetings  WJ:| Notes |

Present Level® |’Family Assessment"‘l Outcomes* IAuthDrizatiuns*| Other Services™ I Transition™* |

Family Consented to Assessment # (™ yes & fo Consent Date
IFSP Family Assessment/Concerns ,H
Family's Priorities :!
Strengths & Resources ':H
- I would like to share the following concerns for myself, other family members or my child

IF Finding o working with doctors or othet specialists [ How different services work or How they could work better For iy Farmily

= Plarning for the Fukure: what o expect = Information on child's special needs; and what it means

[ Parenting Skills & Ideas For brothers, sisters, Friends, extended Family

& Housing, clothing, jobs, food, or telephone & Linking with & parent network bo meet ather Farmilies or share information

& Money for extra costs of child's special needs = Cther

7 People who can help at home or care For the child so [fWe cam have a break; respite or child care
- I have questions about or want help for my child in the following areas

7 Talking andiistening [ Mowing around (crawling, scooting, rolling, walking) [ Abiliey ko maintain positions For play

[ Thinking, leatning, playing with toys [ Having fun with othet children; getting along [= Feeding, eating, nutrition

[F Behavior and feelings [© Toileting; getting dressed; bedtime; other daily rautines [ Helping my child calm davn, quist davwn

= Pain or discomfart [T Special health care nesds [T Sesing o hearing

7 Cther

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education

13.View the family assessment information. Depending on the status of the
meeting, some of this information may be updated.

14.Click the Outcomes tab. The IESP Outcomes page displays.
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3 IF5P Outcome - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help

GBack -~ o= - 2 [2] 7 | Qi Search [&]Favoites G Media (4 | -5 =
ISIFSP Outcomes

E‘i" Child Name: Becky, Child - 100010062 IFSP Date: 05/15/2005 E
SPOE1D0D Admin
Home Child Care Management User Options Help Logoff

"Child | Health | Domains | Eligibility | Team Meetings W | Notes |

Present Level® |;Family Assessment"‘| Outcomes* I Authnrizatinns*| Other Services™ I Transition™*

Search Filter

¥ Show Active Only
Outcome List
¥ Outcome # Outcome Statement Start Date End Date
o 2 ket bext bext 05152005
,_) 1 text bext bext 051512005
i Zrecords |

Dutcomes Reviewed For Meeting m

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

15.View information about the IFSP outcomes displayed. You can click the
# link in the Detail column to view detailed outcome information.
Depending on the status of the meeting, some of the detail information
may be updated. You can click Outcomes Reviewed for Meeting to
view the outcomes that have been reviewed as necessary.

16.Click the Authorizations tab. The IFSP Authorization List page displays.
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2} IFSP Authorization List - Microsoft Intemnet Explorer provided by Covansys
File Edit ‘“fiew Favoites Toolz Help

q:mBack = R A | Qi Search [&]Favoites G Media (4 | - S =
%@ =Authorizations

=% Cchild Name: Becky, Child - 100010062
SPOELO0O Admin

IFSP Date: 05/15/2005 &
Home Child Care Management

User Options Help Logoff

i'| Health | Domains | Eligibility | Team Meetings Wi Notes |

Present Level® [ Family Assessment® [ Outcomes* [ Authorizations™® | Dther Services* I Transition™*
¥ Meeting Start Date Service Type Type
Date
i.‘ﬁ A100010062-1 05/15/2005 05/12{2005  Discontinued Yision Services Eval/Assessment Optometrist, Provider | EI
Agency
1 1 records
add Authorization
¥Yer: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy

17.View the authorization history for the meeting. You can click the link in the
Detail column to view detailed authorization information. You can click
Add Authorization to add a new authorization as necessary.

€Note: The only way to see al of the authorizations on arecord is to have no selection
made in the Select column of the Meeting List table on the Meeting History page.
Otherwise, the authorizations displayed are specific to the meeting selected.

18.Click the Other Services tab. The IESP Other Services page displays.
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List - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help

GBack -~ o= - 2 [2] 7 | Qi Search [&]Favoites G Media (4 | - S =

B=IFSP Other Services

P = Child Name: Becky, Child - 100010062 IFSP Date: 05/15/2005 &
POE1000 Admin
Home Child Care Management User Options Help Logoff

@ Mo Record Found. Please Try Again.

"Child | Health | Domains | Elgibity | Team Meetings [T Notes |

Present Level™ | Family Assessment"‘ ' Outcomes™ IAuthDrlzatluns*| l:lther Services™ ' Transition™ I

Other Services List

0 records

¥er: 1.99 ight © 2004 Missouri Department of Elementary and Secondary Education

19.View the list of other services. You can click the + link in the Detail
column to view detailed information about an other service. Depending on
the status of the meeting, some of the detail information may be updated,
or new services may be added.

20.Click the Transition tab. The IESP Transition page displays.
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Help

File  Edit “iew Favortes Tools

Team Meetings

-%Back T ] ot | Qi Search [&]Favoites G Media (4 | - S =

(@ =IFSP Transition

Child Name: Becky, Child - 100010062
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

@ Mo Record Found. Please Try Again.

Child || Health Eligibility || Team Meetings IFSP|

IFSP Date: 05/15/2005 &

Site Map

Present Level™ I Family Assessment"‘] DutCDmES I Authorizations™ I Dther Services™

Search Filter

W show Mesting Specific

Transition Topic List

Transition™

1

¥Yer: 1.99 Copyright € 2004 Missouri Department of Elementary and Secondary Education

O records

Privacy Policy

21.View the list of other services. You can click the + link in the Detail
column to view detailed transition information. Depending on the status of

the meeting, some of the detail information may be updated, or new
transitions may be added.
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Define an Enrolled E.l. Provider as an IFSP Team Member

Use this exercise to define an E.I. provider who has enrolled with the Central Office as an
|FSP team member.

€Note: To add ateam meeting member, the member must first be assigned as an active
|FSP team member on a child’s record before the member can be added to the Team
Meeting Member List table on the Team Meeting Planner page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the + icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help

= Rl | Qi Search [&]Favoites G Media (4 | -5 =
@ =Child Detail
= .

=% Child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

¥Yer: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education

oI\ M| Health | Domains || Eligibility Team Meetings m Notes |
Child Detail I Enrollment | Family Members | Health Plans I Social History | EI Status |
Child 1D 100010062 Child Status Active
Previous ID MO State ID
Last Mame #* Becky MI First Mame # Child
AKA Name Gender #* IFemaIe - I
Date of Birth # 04/01/2005 Chronological &ge 1 Monthis) | 20 Dayis) Adjusted Age
Parental Consent Obtained for Eval/Assessment  Yes Date 05112005
Race #* white (Mot Hispanic) ;l Language English
Ethnicity =1 Interpreter Needed? Mo
- Early Intervention Status
Referral Date  0S§11/2005 Eligibility Determination Date  05/11/2005 45-Day Timer & Dav(s)
IFSP Date 05§19/2005 Annual Review Due & Month Review Due
Serrice Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-3555
~ Primary Contact
Name Becky, Mother Relationship Mother
Phone §16-456-7591 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
Service Coordination ! Transfer History m m m

Privacy Policy §

2. Click the Team Meetings tab. The Meeting History page displays.
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; eeting History - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help

GBack -~ o= - 2 [2] 7 | Qi Search [&]Favoites G Media (4 | - S =
%@ =Meeting History

= )" Child Name: Becky, Child - 100010062 IFSP Date: 05/15/2005 &
SPOE1D0D Admin
Home Child Care Management User Options Help Logoff

I =m|il— Dumains - Eligibility Team Meet| gs ]IlE I-

Meeting History T Meeting Planner | Meeting Activities | Team Members [
Meeting List
| Select | Meeting Type IFSP Period W Meeting Date
s Initial 051912005 Ongoing
o Interim 05/15/2005 - 05/30/2005 05/15/2005 Finalized
1 2 records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. In the Meeting List table, click the radio button in the Select column to
select the meeting to update.

€Note: If noteam meetings currently exist for achild, the Team Meeting Planner page
displays when the Team Mesetingstab is clicked. The Meeting History page can only be
displayed after the first team meeting is schedul ed.

4. Click the Team Members tab. The IFSP Team Member List page
displays.
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- Microsoft Internet Explorer provided by Covansys

Edit View Favoites Tool: Help

GBack -~ o= - 2 [2] 7 | Qi Search [&]Favoites G Media (4 | - Sb
("$=IFSP Team Member

=W child Name: Becky, Child - 100010062 IFSP Date: 05,19,2005 ?7'
SPOE1000 Admin _
Home Child Care Management User Options Help Logoff

“Crid | Fealth | Domains | Engiiiy IR irse | Notes |

Meeting History | Meeting Planner | Meeting Activities | Team Members |

Search Filter

¥ Show Active Only
Team Member List
WemberhgencyName | Fale | Specialy | pione | ¥ starome | _Endbate
o Coord2, Service [ Service Coord 2 Evaluataor Service Coordinakar 999-992-8558 05/15/2005

Intake Coordinatorl, Spoe 1000 [ Admin Intake Service Intake Coordinakor 999-993-5555 05112005 05/31/2005
1000 Coordinator

1 2 records

add Team Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

5. Click Add Team Member. The IFSP Team Member page displays.

2§ IFSP Team Member - Microsoft Internet Explorer provided by Covansys

" Enrolled EI Provider % Other
- Member Detail
Last Name #* First Name #*
Agency Specialty
Address #* IFSP Team Primary I - I
Role
Other Role Description
City Phone #
State/Zip Start Date #* % End Date &

== Rdd Team Member

6. Select the Enrolled E.I. Provider radio button to define an enrolled E.I.
provider as an IFSP team member. The page refreshes to display
additional information based on your selection.
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3 IFS5P Team Member - Microsoft Internet Explorer provided by Covansys

Team Meetings

¥ Enrolled EI Provider € Other

- Enrolled EI Provider

"Search Filter

Specialt Last First

;I Mame Mame m

"EI Provider List

ber Detail

Last Name #* First Name #*

Agency Specialty

Address # IFSP Team Primary I = I
Role
Other Role Description
Phone #*
Start Date % & End Date &

“Reset N Close | Add Team Member

7. Complete the following information under Search Filter to filter the list of
enrolled E.I. providers and to perform a search:

e In Specialty, select the specialty on which to search.

e In Last Name, enter the full or partial last name on which to search.
A minimum of 2 characters must be entered to search for a last
name.

e In First Name, enter the full or partial first name on which to
search. This field can be left blank.

8. Click Search to filter the list of enrolled E.l. providers displayed in the E.I.
Provider List table based on the search criteria specified.

9. Click the link in the Select column to define one or more enrolled E.I.
providers as IFSP team members. The selected provider's information is
displayed in the fields under Member Detail.

10.In IFSP Team Primary Role, select the new team member's primary role
on the IFSP team.

11.1f Other is selected in the IFSP Team Primary Role drop-down list, enter
an Other Role Description as necessary.
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12.In Start Date, enter the date on which the new team member's
participation begins on the IFSP team. The date entered must be greater
than or equal to the parental consent date.

13.In End Date, enter the date on which the new team member's participation
ends on the IFSP team. The date entered must be greater than the Start
Date and less than today's date.

14.Click Add Team Member to save the new team member. When clicked,
the Team Members Detail page is refreshed and cleared to allow the
quick entry of another team member.

15.0nce all of the team members have been added, click Close.
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Define an Other IFSP Team Member

Use this exercise to define any other team member, including a parent, guardian, etc., as
an |FSP team member.

€Note: To add ateam meeting member, the member mist first be assigned as an active
|FSP team member on a child’s record before the member can be added to the Team
Meeting Member List table on the Team Meeting Planner page.

Complete the following steps to finish this exercise:

1. On the Child List page, click the + icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansys

File  Edit View

= Rl | Qi Search [&]Favoites G Media (4 | -5 =

b

Favortes  Toolz  Help

Child Detail
=% Child Name: Becky, Child - 100010062
SPOE1000 Admin
Home Child Care Management

SYTW Health | Domains | Eligibility | Team Meetings | IFSP | Notes |

Child Detail I Enrollment | Family Members I Health Plans I Social History I EI Status |

User Options Help Logoff

Child 1D 100010062 Child Status Active
Previous ID MO State ID

Last Mame #* Becky MI First Mame # Child

AKA Name Gender #* IFemaIe - I
Date of Birth # 04/01/2005 Chronological &ge 1 Monthis) | 20 Dayis) Adjusted Age

Parental Consent Obtained for Eval/Assessment  Yes Date 05112005

Race #* white (Mot Hispanic) ;l Language English
Ethnicity =1 Interpreter Needed? Mo

- Early Intervention Status

Referral Date  0S§11/2005 Eligibility Determination Date  05/11/2005 45-Day Timer & Dav(s)
IFSP Date 05§19/2005 Annual Review Due & Month Review Due
Serrice Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-3555
~ Primary Contact
Name Becky, Mother Relationship Mother
Phone §16-456-7591 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

Privacy Policy §

! Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Service Coordination

¥Yer: 1.99

2. Click the Team Meetings tab. The Meeting History page displays.
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; eeting History - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help
GBack -~ o= - 2 [2] 7 | Qi Search [&]Favoites G Media (4 | - S =
%@ =Meeting History

= )" Child Name: Becky, Child - 100010062 IFSP Date: 05/15/2005 &
SPOE1D0D Admin
Home Child Care Management User Options Help Logoff

I =m|il— Dumains - Eligibility Team Meet| gs ]IlE I-

Meeting History T Meeting Planner | Meeting Activities | Team Members [
Meeting List
| Select | Meeting Type IFSP Period W Meeting Date
s Initial 051912005 Ongoing
o Interim 05/15/2005 - 05/30/2005 05/15/2005 Finalized
1 2 records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

€Note: If noteam meetings currently exist for achild, the Team Meeting Planner page
displays when the Team Mesetingstab is clicked. The Meeting History page can only be
displayed after the first team meeting is schedul ed.

3. In the Meeting List table, click the radio button in the Select column to
select the meeting to update.

4. Click the Team Members tab. The IFSP Team Member List page
displays.
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soft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help
GBack -~ o= - 2 [2] 7 | Qi Search [&]Favoites G Media (4 | -5 =
("W =IFSP Team Member

=8 —child Name: Becky, Child - 100010062 IFSP Date: 05/19/2005 ?7'
SPOE1D0D Admin
Home Child Care Management User Options Help Logoff

m- Health ' Sl Team Meetings E

Meeting History | Meeting Planner | Meeting Activities | Team Members |

Search Filter

¥ Show Active Only
Team Member List
WemberhgencyName | Fale | Specialy | pione | ¥ starome | _Endbate
o Coord2, Service [ Service Coord 2 Evaluataor Service Coordinakar 999-992-8558 05/15/2005
Intake Coordinatorl, Spoe 1000 [ Admin Intake Service Intake Coordinakor 999-993-5555 05112005 05/31/2005
1000 Coordinator
1 2 records
add Team Member

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

5. Click Add Team Member. The IFSP Team Member page displays.

2§ IFSP Team Member - Microsoft Internet Explorer provided by Covansys

" Enrolled EI Provider % Other
- Member Detail

Last Name #* First Name #*

Agency Specialty

Address #* IFSP Team Primary I - I
Role
Other Role Description

City Phone #

State/Zip Start Date #* % End Date &

Sreset | Add Team vember

6. Select the Other radio button to define an "other" IFSP team member.

7. In Last Name, enter the new team member's last name. You can enter up
to 40 characters in this text box.
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8. In First Name, enter the new team member's first name. You can enter
up to 25 characters in this text box.

9. In Agency, enter the name of the payee on the provider's account.

10.In Address, enter the new team member's street address information in
50 characters or less.

11.In ZIP, enter the zip code in which the new team member is located.

1

ip: OnceaZlP codeis entered, the City and State are automatically displayed as

read-only information.
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12.In Specialty, enter the new team member's specialty.

13.In IFSP Team Primary Role, select the new team member's primary role
on the IFSP team.

14.1f Other is selected in the IFSP Team Primary Role drop-down list, enter
an Other Role Description as necessary.

15.In Phone, enter the new team member's telephone number in 25
characters or less. You can enter an extension after the phone number as
necessary.

16.In Start Date, enter the date on which the new team member's
participation begins on the IFSP team. The date entered must be greater
than or equal to the parental consent date.

17.In End Date, enter the date on which the new team member's participation
ends on the IFSP team. The date entered must be greater than the Start
Date and less than today's date.

18.Click Add Team Member to save the new team member. When clicked,
the Team Members Detail page is refreshed and cleared to allow the
quick entry of another team member.

19.0nce all of the team members have been added, click Close.
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Schedule an IFSP Team Meeting
Use this exercise to schedule an IFSP team meeting.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

crosoft Internet Explorer provided by Covansys

Favortes  Toolz  Help

Wiew

i Back + o= - 2 (2] & | ChSearch 3 Favoites G Meda <4 | 55 =
Child Detail

=% child Name: Becky, Child - 100010062
POE1000 Admin

Home (Child Care Management

User Options Help Logoff

Child Rali ' Eligibility | Team Meetings

[Wotes|

Child Detail I Enroliment

| Family Members |

Health Plans I

Social History

| E1status |

Child ID 100010062 Child Status Active
Previous ID MO 5tate ID

Last Mame #* [Becky MI First Mame #* Child

AKA Name Gender #* IFemaIe 'I
Date of Birth #* 04/01/2005 Chronological Age 1 Month(s) { 20 Day(s) Adjusted Age

Parental Consent Obtained for Eval/Assessment  Yes Date 05/11}2005

Race #* sehite (Mot Hispanic) ;l Language English
Ethnicity d Interpreter Needed? Mo

~ Early Intervention Status

Referral Date 05711/2005 Eligibility Determination Date  05/11/2005 45-Day Timer & Davis)
IFSP Date 057192005 Annual Review Due 6 Month Review Due
Service Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5555
~ Primary Contack
MName Becky, Mother Relationship Mother
Phone §16-456-7591 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

Service Coordination

Yer; 1.99

! Transfer History

Copyright € 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy 8

2. Click the Team Meetings tab. The Meeting History page displays.
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; eeting History - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help
GBack -~ o= - 2 [2] 7 | Qi Search [&]Favoites G Media (4 | - S =
%@ =Meeting History

= )" Child Name: Becky, Child - 100010062 IFSP Date: 05/15/2005 &
SPOE1D0D Admin
Home Child Care Management User Options Help Logoff

I =m|il— Dumains - Eligibility Team Meet| gs ]IlE I-

Meeting History T Meeting Planner | Meeting Activities | Team Members [
Meeting List
| Select | Meeting Type IFSP Period W Meeting Date
s Initial 051912005 Ongoing
o Interim 05/15/2005 - 05/30/2005 05/15/2005 Finalized
1 2 records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

€Note: If noteam meetings currently exist for achild, the Team Meeting Planner page
displays when the Team Mesetingstab is clicked. The Meeting History page can only be
displayed after the first team meeting is schedul ed.

3. In the Meeting List table, click the radio button in the Select column to
select the meeting to schedule.

4. Click the Meeting Planner tab. The Team Meeting Planner page
displays.
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3 5P Meeting Planner - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Toolz  Help

GBack -~ o= - 2 [2] 7 | Qi Search [&]Favoites G Media (4 | -5 =
@ =Team Meeting Planner

E‘l Child Name: Becky, Child - 100010062 IFSP Date: 05/19/2005 &
SPOE1D0D Admin i
Home Child Care Management User Options Help Logoff

Health | Domains | Eiigibility |MERCTUY UYL W (FSP | Notes |

Meeting History | Meeting Planner I Meeting Activities | Team Members |

Primary Meeting Type # Initial Meeting Status Ongaing
Secondary Meeting Type [ Transition [~ Part B [T Compensakory
Meeting Date #* 05/19/2005 Time #* D‘I:SDIPM hhmm AP Meeting Duration #* SD Minutes
Location Address H Location Description E
[ -] [ -
Meeting Agenda =
[ |

“Team Meeting Member List

j'_) Intake Coordinatorl, Spoe 1000 | Admin 1000 Intake Service Coordinator  Intake Coordinator  999-999-3883 O
l'.) CoordZ2, Service [ Service Coord 2 Evaluator Service Coordinator  999-999-5585 O
1 2 records
Add Team Meeting Member

[ Reset | Back _J§" Save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

5. In Primary Meeting Type, select a type for the IFSP team meeting. If this
meeting has already been scheduled, this information is read-only and
cannot be changed.

6. Meeting Status displays the current status of the IFSP team meeting.
This information is read-only and cannot be changed.

7. Click the Transition check box to indicate that the IFSP team meeting is a
transition meeting as necessary.

8. Click the Part B check box to indicate that the IFSP team meeting is a
Part B meeting as necessary.

9. Click the Compensatory check box to indicate that the IFSP team
meeting is a compensatory meeting as necessary.

10.In Meeting Date, enter or select the date on which the IFSP team meeting
will occur. You can click the ¥ icon to select a date from a calendar.

11.In Time, enter the time at which the IFSP team meeting will occur in
HH:MM AM/PM format.

12.In Meeting Duration, enter the duration of the IFSP team meeting in
minutes.
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13.In Location Address, enter the address information for the location at
which the IFSP team meeting will occur in 250 characters or less.

14.In Location Description, enter a brief description of the location at which
the IFSP team meeting will occur in 250 characters or less.

15.In Meeting Agenda, enter a brief agenda for the IFSP team meeting in
500 characters or less.

16.In the Team Meeting Member List, a list of members from a previously
finalized team meeting are displayed. You can remove a member by
clicking the link in the Remove column, or you can add a new team
member to the table by clicking Add Team Meeting Member.

17.1f Add Team Meeting Member is clicked, the Add Team Meeting Member
page displays. Complete the following to add a new team member to the
Team Meeting Member List table:

e Click the check box in the Select column to add one or more team
members to the IFSP team meeting.

o Click Save to add the selected team member(s) and return to the
Team Meeting Planner page.

18. Click the check box in the Notified column to indicate that an invitation
has already been sent to the team member for the IFSP team meeting as
necessary.

19.Click Save to save the meeting information and place the meeting in
tentative status.

20.Click Schedule Meeting to schedule the meeting.

wl
the
upd

ip: Once ameeting is scheduled, you can click Reschedule M eeting to reschedule
meeting. When Reschedule Meeting is clicked, the meeting information can be
ated on the Team Meeting Planner. You can also click Cancel Meeting to cancel the

meeting as necessary. When Cancel M eeting is clicked, the IFSP Cancel Meeting page
is displayed.
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View Team Meeting Activities
Use this exercise to view team meeting activities for an IFSP team meeting.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

icrozoft Internet Explorer ded by Covansys

File  Edit ‘“iew Favoites Tools  Help

i Back + = - 2 [2) & | ChSearch 3 Favoites G Media <4 | 5 5 =
@ =Child Detail

Child Name: O'Malley, Child - 100010042
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Child il | Domains | " Team Meetings

Child Detail I Enrollment | Family Members | Health Plans I Social History | EI Status |

Child ID lo0oioo4z Child Status Ackive
Previous ID MO State ID

Last Name * [OMalley MI First Mame #* Child

AKA Name Gender #* IMaIe 'I

Date of Birth # 01/03/2004 Chronological Age 16 Monthis) [ 15 Day(s) Adjusted Age 47 Weekis)

Parental Consent Obtained for Eval/Assessment  Yes Date 044012004
Race #* Black, African Am. {Mot Hispanic) ;I Language American Sign Language
Ethnicity d Interpreter Needed? Mo

- Early Intervention Status

Referral Date  04)01/2004 Eligibility Determination Date  04/13/2005 45-Day Timer 396 Davy(s)
IFSP Date 05§02/2005 Annual Review Due & Month Review Due
Service Coordinator Phone
Intake Coordinator Intake CoordinatorZ, Spoe 1000 Phone 999-393-5555
~ Primary Contack
MName O'Malley, Father Relationship Father
Phone §16-555-5555 Email
- Medicaid
Medicaid Eligible Unknown MC+ Eligible Mo

“Service Coordination

¥Yer: 1.99

“Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy

2. Click the Team Meetings tab. The Meeting History page displays.
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4} Meeting History - Microsoft Internet Explorer provided by Covansys

File  Edit ‘“iew Favorites Toolz  Help
éBack = A | ChSearch 3 Favoites G Meda <4 | Ehr = =
I=Meeting History

%‘:" Child Name: D'Malley, Child - 100010042
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

i | Health | Domains || Eligibility | IEREN LT 0 | FSP | Notes |

i |
Meeting History | ___Meeting Planner I Meeting Activities | Team Members [

Meeting List
e Annual Review 05/ 1642005 Tentative
'8 Initial 050212005 Ongoing
1 2 records
[ Back |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy B

€Note: If noteam meetings currently exist for a child, the Team Meeting Planner page
displays when the Team Meetingstab is clicked. The Meeting History page can only be
displayed after the first team meeting is scheduled.

3. In the Meeting List table, click the radio button in the Select column to
select the meeting to update.

4. Click the Meeting Activities tab. The IESP Team Meeting Activities page
displays.
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3 Meeting Activities - Microzoft Internet Explorer provided by Covansys

£ile Edit L{iew Favortes  Tools H__élp

-%—Eack - @ 7t | Q) Search [ Favoites G Media £ | By & =l

("W =IFSP Team Meeting Activities

g_ir child-Name: 0'Malley, Child - 100010042

SPOE1000 Admin
Home Child Care Management Help Logoff

'Child | Health | Domains | Eligibility |}
Meei ngHistl:lr\.r veeting anner T h

j Attendance Meeting Notes

| IFSP Specifications Transition Information

i Review Family Assessment Team Communications
Team Summary of Present Level Next Meeting
Create New Qutcome OR Review Existing Outcomes Delivered Service(s) (Optional)
Parental Consent For IFSP Services Finalize Meeting

. IFSP Authorizations OR Other Services

Print IFSP Document m

Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

5. Click on the available links to view team meeting activity information.

€Note: Intheimage above, al of the links are not avail able because the meeting is
currently in Scheduled status. If the meeting status is Ongoing or Finalized, al links on
this page are enabled. If the meeting status is Rescheduled, Canceled or Tentative (or a
meeting was not selected) then this page is not accessible and an error messageis
displayed on the Meeting History page.

Clicking alink on this page displays a new activity page in awindow. When an activity
is completed, the window is closed and you are returned to this page. Each completed
activity on this pageisindicated with a check mark.

For alapsed IFSP, only the following links are available on this page:

¢ |[FSP Authorizations

e Meeting Notes

e Next Mesting

e Delivered Service(s) (Optional)

e Finalize Meeting
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Add a Meeting Attendance Activity
Use this exercise to add an Attendance meeting activity for an IFSP team meeting.

Complete the following steps to finish this exercise:

1. Onthe IESP Team Meeting Activities page, click the Attendance link.
The IESP Meeting Attendance page displays.

2} Meeting Attendance List - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favortes Tool: Help

GiBack - = - £} (4] 73 | ‘@ Search [ Favoites G Media (4 | B-S =

("W=IFSP Meeting Attendance

= "} Ehild Name: O'Malley, Child - 100010042
POE1000 Admin

Home Child Care Management Help Logoff

A Member/Agency Name Meeting Role Method of Participation

J:_) Assistive Technology, Provider | ET Agency Speech Pathologist  999-999-5585
/_J Service Coordinator, Provider [ EI Agency Service Coordinator  999-999-5588

1 2 records

¥er: 1.92 Copyright € 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click the + icon in the Detail column for a specific team member. The
Meeting Attendance Detail page displays.

/) Meeting Attendance Detail - Microsoft Internet Explorer provided by Covansys

Member Detail

Last Name Service Coordinakor First Name Provider

Agency EI Agency Specialty Service Coordinator
Team Meeting Role # ;I Other Role Description

Method of Participation #* ﬁ Substitute's Name

Length of Participation in

¥ 0 Minukes Phone 999-999-5555
Meeting

3. Select the member's Team Meeting Role.
4. Select the member's Method of Participation.
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5. Enter the member's Length of Participation in Meeting in minutes. The
number of minutes entered must be in 15-minute increments.

6. Enter the Other Role Description. This is required information when
Other is selected in the Team Meeting Role drop-down list.

7. Enter the Substitute's Name. This is required information when By
Substitute is selected in Method of Participation drop-down list.

8. Click Save.

9. Repeat steps 2-8 of this exercise for each additional team member listed
in the Meeting Attendance List table.

£Note: Recording of attendance for the first team meeting member updates the meeting
status from Scheduled to Ongoing if the date of the meeting istoday or aday in the past.

10.0nce all of the team members listed have been updated, click Activities
to return to the IESP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, acheck mark is
displayed next to the Attendance link to indicate that this activity has been compl eted.
The other activity links on the page become available once the Attendance activity has
been completed.
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Add an IFSP Specifications Activity

Use this exercise to add an IFSP Specifications meeting activity for an IFSP team
meeting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click the IFSP Specifications
link. The IESP Specifications page displays.

/3 IFSP Specifications - Microzoft Internet Explorer provided by Covansys

File Edit “iew Favortes Toole Help

| = Back - =b - @ @ 7t | @Search (%] Favarites @Media @ | %' = = J%

=IFSP Specifications €
=4 Child Name: 0'Malley, Child - 100010042 IFSP Date: 05/02/2005 £2!
SPOE1000 Admin
Home Child Care Management Help Logoff

Service Coordinator For IFSP #

IFSP Type #* vI IFSP Period #* 05/02/2005  To

Primary Setting for [FSP # ;I Other Setting Description

Yer: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Select the IFSP Type.

«Tip: ThelFSP Type selected changes the behavior of this page. When
Compensatory, Interim, or Lapsed | FSP is selected, the T o date becomes enabled and
required. When Part B is selected, the Part B Eligibility is Confirmed check box
becomes displayed and enabled.

3. Enter the To date for the IFSP. This field is only enabled when
Compensatory, Interim, or Lapsed IFSP is selected in the IFSP Type
drop-down list. When displayed, the date is required. You can click the
icon to select a date from a calendar.

4. Select the Primary Setting for IFSP.

5. Enter the Other Setting Description. This is required information when
Other is selected in the Primary Setting for IFSP drop-down list.

6. Click Save to return to the IESP Team Meeting Activities page
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«Tip: Onceyou return to the IFSP Team Meeting Activities page, acheck mark is
displayed next to the | FSP Specification link to indicate that this activity has been
compl eted.
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Add a Review Family Assessment Activity

Use this exercise to add a Review Family Assessment meeting activity for an IFSP team
meeting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click the Review Family
Assessment link. The Family Assessment page displays.

§ Family Assessment - Microsoft Internet Explorer provided by Covansys

Fle Edit “iew Favortes Toole Help
< Back - = - £} 3] 7} | ‘DhSearch [F]Favoites S Media (%4 | E-S =
(W =Family Assessment

=W child Name: O'Malley, Child - 100010042 IFSP Date: 05/02/2005 %'r Seps
SPOE1000 Admin
Home Child Care Management Help Logoff

"Child | Health | Domains | Eligibility | Team Meetings W@l Notes |

Present Level | Family Assessmentl Outcomes | Authurizatinnsl Other Services | Transition |

Family Consented to

Assessment Cies C No
IFSP Family

Assessment/Concerns

o
Consent Date N

Family's Priorities

Strengths & Resources

B e e

- I would like to share the following concerns for myself, other family members or my child

" Finding or warking with doctars or other specialists [~ How different services work or How they could waork better For my Farnily

[ Plarning Far the Fukure: what ko expect I Infaormation on child's special needs, and what it means

[" Parenting Skills [ 1deas For brothers, sisters, friends, extended Family

™ Housing, clothing, jobs, food, or telephone ™ Lirking with a parent network ko mest akther Families or share information
[ Money For extra costs of child's special needs [ other

[ People who can belp at home or care for the child so If\We can have a break; respite or child care

- I have questions about or want help for my child in the following areas
[ Talking and listening ™ Maving around {crawling, scooking, roling, walking) [™ ability to maintain positions For play
[ Thinking, learning, plaving with tays [ Having fun with ather children; getting along [ Feeding, sating, nutrition
™ Behavior and Feelings [" Toileting; getting dressed; bedtime; other dailv routines [~ Helping my child calm down, quiet down
[ Pain or discomfort [ Special health care needs [ Seeing or hearing

[ other

“Reset | Actvies B save |

Yer: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy u

2. Click the Yes or No radio button in Family Consented to Assessment.

€ Note: If the No radio button is selected, only the Consent Date can be entered.
All other information on the page becomes read-only and cannot be changed until the
Yesradio button is selected. Before the meeting finalized, No can be changed to Yes.
However, Y es can be withdrawn before the meeting is finalized, but not be changed
to No. If the No radio button is selected, enter or select the Consent Date and click
Save to complete this activity.
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Enter or select the Consent Date. You can click the ¥ icon to select a
date from a calendar. This is required information if the Yes radio button
is selected in Family Consented to Assessment. A new date is not
required for future IFSP meetings after the Initial IFSP meeting is finalized.

In IFSP Family Assessment/Concerns, enter any concerns expressed
by the family during the assessment.

In Family's Priorities, enter the priorities outlined for the family during the
assessment.

In Strengths and Resources, enter any strengths and resources outlined
during the assessment.

Under | would like to share the following concerns for myself, other
family members or my child, select one or more of the available check
boxes as necessary.

Under | have questions about or want help for my child in the
following areas, select one or more of the available check boxes as
necessary.

Click Save.

€Note: When the Y esradio button is selected and the record is saved, the Consent
Withdrawn Datefield isdisplayed. Thisfield allows you to enter or select the date on
which the family withdrew the approval for assessment. Y ou can click the® icon to
select adate from acalendar. When the Consent Withdrawn Date is entered, family
assessment/routines pages are displayed in read-only mode. The date entered must be
egual to or greater than the Consent Date.

10.Click Activities to return to the IESP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, a check mark is
displayed next to the Review Family Assessment link to indicate that this activity has
been completed.
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Add a Team Summary of Present Level Activity

Use this exercise to add a Team Summary of Present Level meeting activity for an IFSP
team meeting.

€Note: A team summary must exist for each domain for all meetings to pass the
meeting finalization edits.

Complete the following steps to finish this exercise:

1. Onthe IESP Team Meeting Activities page, click Team Summary of
Present Level to display the IFSP Team Summary page.

a IFSP Team Summary - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favorites Tools Help
CBack - = - at | ‘yGearch (3 Favortes Gl Media ¢4 | B-SE
("W =IFSP Team Summary

.:' p Child Name: O'Malley, Child - 100010042 IFSP Date: 05/02/2005 %'
SPOE1000 Admin
Home Child Care Management Help Logoff

@ Mo Record Found. Please Try Again.

Present Level | Family Assessment I Outcomes l Authorizations l: Other Services I Transition I

Team Summary - Present Level

0 records
Add Team Summary By Domain
Domain Surmmary Report | Activities |

Yer: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click Add Team Summary by Domain. The Add Team Summary by
Domain page displays.
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3 Add Team Summary by Domain - Microsoft Internet Explorer pr... [Bi[=] [E1

Domain #* ;I

Strengths #* H
=

Concerns E

In Domain, select the type of domain to summarize.

In Strengths, enter any strengths for the domain in 250 characters or
less.

In Concerns, enter any concerns about the domain in 250 characters or
less.

Click Save. The Add Team Summary by Domain page refreshes and
indicates that the data was successfully saved.

7. Repeat steps 3-6 above to summarize additional domains.

8. Once you have completed the summary, click Close. The IFSP Team

9.

Summary page refreshed to display the summary information you entered.
Click Activities to return to the IFSP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, a check mark is
displayed next to the Team Summary of Present Level link to indicate that this activity
has been compl eted.
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Add a Create New Outcome Activity

Use this exercise to add a Create New Outcome meeting activity for an IFSP team
meeting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click Create New Outcome.
The IFSP Outcomes page displays.

eate Outcome - Microsoft Internet Explorer provided by Covansys

File Edt “iew Favortes Tools  Help

G Back - = - ) (2] i} | Qi Search  [FFavoites FiMedia ¢4 | S5 =
"W =IFSP Outcomes

=" ~child Name: 0'Malley, Child - 100010042

“SPOE1000 Admin
Home Child Care Management Help Logoff

"Child | Health | Domains | Eligibility | Team Meetings Wz Notes |

Present Level I Family Assessmentl Outcomes [Authurizatiuns[ Other Services | Transition |

Cuubcome #  Mew

- Duktcome Statement - What we would like to see happen within the next year

~ Criteria - What needs to be accomplished for the Outcome to be fully met?

- Procedure - How does the team plan on measuring the progress towards the outcome?

Sl NEE §

Timeling - When the Oukcome will be measured For progresss?

-

Steps To Achieve Outcome

0 records

Add Strateqy & Activity

¥Yer: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. In Outcome Statement, enter the overall goal for this outcome.
3. In Criteria, enter specifically what needs to occur to achieve this outcome.

4. In Procedure, enter the procedures that will be implemented to measure
the progress achieved towards this outcome.
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5. In Timeline, select how frequently the outcome will be measured for
progress.

6. Click Add Strategy and Activity. The Add Strategy & Activity page
displays.

; Add Strategy & Activity - Microsoft Internet E._. B [=] [E3

Strategy #* =
E=
Activity * E
[ ]

7. In Strategy, enter the description of the strategy.

8. In Activity, enter the description of the activity.

9. Click Save.

10.Repeat steps 7-9 above to summarize additional strategies and activities.

11.0nce you have finished additional strategies and activities, click Close.
The IESP Outcomes page refreshes to display the summary information
you entered.

12.Click Save to return to the IFSP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, acheck mark is
displayed next to the Create New Outcome link to indicate that this activity has been
compl eted.
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Review Existing Outcomes for an IFSP Team Meeting

Use this exercise to review existing outcomes that have been created for an IFSP team
meeting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click Review Existing
Outcomes. The IESP Review Outcome page displays.

3 IFSP Review Outcome Detail - Microzoft Internet Explorer provided by Covansps

File Edit ‘iew Favortes Tools  Help

Back - = - @ @ o | @Search (] Favarites @Media @ | %v = =
("W =IFSP Review Outcome

g‘-" Ehild Name: Cindy, Cindycindy - 100010016
SPOE1000 Admin
Child Care Management | User Options Logui’f

| Health | Ellglhlllty Team Meetings IFSP Nutes

Present Level | Farnily Assessmentl Outcomes [Authnrlzatlunsl Other Serwces [ Transmun |

ﬁ A Outcome # Outcome Statement Prog

e 1 Cindycindy develops physically like a normal girl. G"

i 1 records
ey = Moaodification to
Team Evaluation | =1 it es © Mo
Outcome Status # | =1 Outcome End Date
Progress Summary #® | - !
‘Outcome List 'I""im:'lify Outcome [ Create Outcome m m

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: You can click the & link in the Progress Notes column to view any Provider
Progress Notes that have been created by the provider.

2. Click the radio button in the Select column to select the outcome to
review. The IFSP Review Outcome page refreshes to show your
selection.
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SP Review Outcome De Microzoft Internet Explorer provided by Covansys

File Edit %iew Favorites Tools  Help

GiBack » = - 23 4] 43 | Qi Search (G Favoites 0 Media ¢4 | - ==
(" =IFSP Review Outcome

= Child Name: Cindy, Cindycindy - 100010016
SPOE1000 Admin

User Options Logoff

| Health | Domains | Eligibility | Team Meetings  WIgSa| Notes [

Present Level | Family Assessment [ Outcomes rAuthurizatiuns I Other Services [ Transition |
A e [ [ = [ e =
ﬁ A Outcome # Qutcome Statement Progress
o 1 Cindycindy develops physically like a normal gitl, G’
1 1 records
3 Modification to
Team Evaluation #* I =1 R ™ Yes O Mo
Outcome Status # | =l Outcome End Date
Progress Summary *® | ) H
‘Dutcome List il Review History [l Modify Outcome | Create Dutcome m m

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: When an outcome that has been previously reviewed is selected in the Active
Outcomesfor Review table, the Review History button becomes available. You can
click the Review History button to display the review history for the outcome.

3. Click the Review History button.

Outcome # ¥ Review Team Evaluation Modified | Outcome Status Progress Summary
Date
05/27/2005  Outcome Stll Needed, Situation Mo Continued As VWritten stuff
unchanged,
1 05/24f2005  Outcome Still Needed, Situation Mo Continued As \written It's only been 2-3 weeks, so not much
unchanged. has changed.
1 2 records
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4. View the following information in the Review History table on this page:
e Outcome # displays the ID number assigned to the outcome.

« Review Date displays the date on which the outcome was
reviewed.

« Team Evaluation displays a brief description of the team's
evaluation.

« Modified indicates whether the outcome was modified.
o Outcome Status displays the status of the outcome.

e Progress Summary displays a brief description of the outcome's
progress summary.

5. Click Close to return to the IFSP Review Outcome page.

6. Select the Team Evaluation. For this exercise, select the Outcome
Partially Obtained option.

7. Select the Outcome Status. For this exercise, select the Continued as
Written option.

8. Enter the Progress Summary in 250 characters or less.

9. Select the Yes or No radio button in Modification to Outcome to indicate
whether a modification was made to the outcome. For this exercise,
select the No radio button.

«Tip: When Continued as Written is selected as the Outcome Status, the No radio
button must be selected. When Continued with changesis selected as the Outcome
Status, the Y es radio button must be selected. When Discontinued is selected as the
Outcome Status, the No radio button must be selected.

10.Click Save. The |IESP Review Outcome page refreshes to show the
changes you made.
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SP Review Outcome Detail - Microzoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Tools  Help

GBack ~ = - G [2] 4| QiSearch [Favoites WiMeda 4| By S =
"W =IFSP Review Outcome

=% child Name: Cindy, Cindycindy - 100010016 IFSP Date: D6,/01/2005 %”’

SPOE1000 Admin
Child Care Management | User Options Lugui’f

@ Mo Record Found. Please Try Again.

Health Eligibility Team Meetings (NIl

Present Level | Family Assessment | Outcomes I Authorizations I Other Services | Transition I

TActive Dutcomes For Review

0 records
= Modification to
Team Evaluation #* | =1 R " Wes € Mo
Outcome Status #* | =l Outcome End Date
Progress Summary % H
Dutcome List [l Modify Outcome il Create Outcome m m m

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy |

«Tip: Onceall of the outcomes have been reviewed, modified, or discontinued, the
Active Outcomes for Review table becomes blank on the |ESP Review Outcome page
(displayed above). The Active Outcomesfor Review table must be empty for the
meeting final edits to pass when run.

11.0nce you have finished reviewing outcomes, click Activities to return to
the IFSP Team Meeting Activities page.
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Delete an Existing Outcome for an IFSP Team Meeting

Use this exercise to del ete existing outcomes that have been reviewed for an IFSP team
meeting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click Review Existing
Outcomes. The IESP Review Outcome page displays.

SP Review Dutcome Detail - Microsoft Internet Explorer provided by Covansys

File Edit %iew Favorites Tools  Help

GiBack » = - 23 4] 43 | Qi Search (G Favoites 0 Media ¢4 | - S =
("W =IFSP Review Outcome

=W “child Name: Eindy, Cindycindy - 100010016
SPOE1D00 Admin
Child Care Management | User Options Logoff
@ Mo Record Found. Please Try Again.

| Health Eligibility | Team Meetings  |la<15

Present Level | Family Assessment | Outcomes I._ Authorizations I Other Services | Transition I

TActive Dutcomes For Review

0 records
ion. # = Modification to
Team Evaluation | =1 iteciad  es € No
Outcome Status # | =1 Outcome End Date
Progress Summary % H
Outcome List [l Modify Outcome W Create Outcome m m m

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy [

2. Click either the Outcomes tab or the Outcome List button. The IFSP
Outcomes page displays.
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SP Dutcome - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Tools  Help

P Back » =p - @ @ fﬁ | @Search (3] Favorites @Media @ | %v é g
"W =IFSP Outcomes

= child Name: Cindy, Cindycindy - 100010016 IFSP Date: 06/01/2005 %”’
SPOE1000 Admin
Child Care Management | User Options Lugui’f

| Health | Ellglhlllty Team Meetings IFSP Nutes

Present Level | Family Assessment | Dutcomes IAuthurlzatlunsI Other Serwces [ Transition |

Search Filter

¥ Show Active Only

Outc IJITIF_' List

v ﬂu‘[come P Outcome Statement Start Date EndDate |

More cool stuff, 0601 /2005
/".) z blah 05/27 12005 Continued with Changes
/':) 1 Cindycindy develops physically like a normal gitl, 05/05/2005 Continuad As Writken
1 3 records
Dutcomes Reviewed For Meeting

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy &

«Tip: The IFSP Outcomes page displays alist of all existing outcomes for an IFSP.
Under Sear ch Filter, you can select the Show Active Only check box to display only
currently active outcomes in the Outcome List table. When the check box is selected or
cleared, the information displayed in the Outcome List table is refreshed.

3. Click Outcomes Reviewed for Meeting. The IFSP Reviewed Outcomes
page displays.
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3 Reviewed Outcome list - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Tools  Help

P Back ~ =p - @ @ fﬁ | @Search (3] Favorites @Media @ | %v é g
(@ =IFSP Reviewed Outcomes

%“-"' Ehild Name: Cindy, Cindycindy - 100010016
SPOE1000 Admin
Child Care Management | User Options Lugui’f

"Child | Health | Eligibility | Team Meetings |

Present Level | Family Assessment | Dutcomes [Authurlzatlunsl Other Services | Transition |

Outcomes Reviewed For Meefing

k4 Duh:ume # Team E\n!lunllun Modified Outcome Status Progress Summary

COutcome Skill Meeded, Situation unchanged. Yes Continued 'With Changes Test q
1
1 Outcome Partially Obtained. Mo Continued As Writken  summary bext q
I
1 2 records

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy F

4. To delete a specific review, click the ﬁ link in the Delete column of the
Outcomes Reviewed for Meeting table. A confirmation message
displays confirming your request.

Microzoft Internet Explorer %]

Thiz will delete thiz Meeting's Review for the Outcome. The Outcome will heed to be reviewed again before an Annual or B Month meeting cat be
finalized. Are pou sure you want to delete ?

Caricel |

5. Click OK to delete the review. The IFSP Reviewed Outcomes page
displays and refreshes to show the changes you made.
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3 Reviewed Outcome list - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Tools  Help

GBack ~ = - G [2] 4| QiSearch [Favoites WiMeda 4| By S =
"W =IFSP Reviewed Outcomes

b =Child Name: Eindy, Cindycindy - 100010016 IFSP Date: 06/01/2005 %”’
POE1000 Admin
Child Care Management | User Options Logoff

- Health Ellglhlllty TeamMeetlngs P ]

Present Level | Famlly Assessment[ Outcomes rAuthurlzatlunsl l:lther Services | Transition |

k4 Duh:ume # Team Evaluation Modified Outcome Status Progress Summary Delete

COutcome Still Meeded, Situation unchanged. Continued 'With Changes Test q
I

1 1records

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy &

«Tip: Onceareviewed outcome is deleted for an I|FSP team meeting, it isonce again
displayed on the IFSP Review Outcome page. The following steps will walk you through
the steps necessary to see the deleted outcome.

6. Click the Team Meetings tab. The Meeting History page displays.
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eeting History - M zoft Internet Explorer ed by Covansys

File Edit “iew Favoites Toole  Help

GBack + = - 2 2] 4 | @ Search (G Favorites i Media <% | S =

T E

Meeting History

# —Child Name: Cindy, Cindycindy - 100010016
SPOE1000 Admin
! Child Care Managemenf

Meeting History [ Meeting Planner |

IFSP Date: D6/01/2005

Logoff

Team Meetings i

Team Members |

Meeting Activities |

m Meeting Type

s Inter-Periodic Rescheduled
I Inter-Perindic 06/01/2005 Ongaing
e B-Month Review 05/27j2005 Finalized
e Inter-Periodic 05/z24/2005 Finalized
‘e Iniial 05/05/2005 - 05/04/2005 05/05/2005 Finalized
1 5 records
“Reset List Add Meeting

Yer: 1.99 Privacy Policy

Copyright © 2004 Missouri Department of Elementary and Secondary Education

[}

7. Click the Meeting Activities tab. The IFSP Team Meeting Activities page
displays.

zoft Internet Explorer provided by Covansyps

File  Edit

GBack + = - 2 2] 4 | @ Search (G Favorites i Media <% | S =
("W =IFSP Team Meeting Activities

# —Child Name: Cindy, Cindycindy - 100010016
SPOE1000 Admin
! Child Care Managemenf

0 T i

Meeting History Meeting Planner |

“iew Favorites Tool:  Help

IFSP Date: D6/01/2005

Team M'eet-ings_ "IFSP

I Team Members |

Meeting Activities

ﬂ Attendance

ﬁ Rewew Famllv Assessment
.ﬂ Team Summary of Present | evel

ﬁ Parental Consent For IFSP Services
| IFSP Authorizations OR Other Services

“Print IFSP Document

¥er: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education

| Meeting Notes
» Transition Information

| Team Communications
L Next Meeting

._-ﬁ Create New Outcome OR Review Existing Outcomes j Delivered Service(s) (Optional)

| Finalize Meeting

Privacy Policy
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8. Click the Review Existing Outcomes link. The IESP Review Outcome
page displays.

SP Review Dutcome Detail - Microsoft Internet Explorer provided by Covansys
File Edit %iew Favorites Tools  Help

(iF-Bac:k - = - 53] 5 | Qi Search (G Favoites 0 Media ¢4 | - ==

-'ﬁ' IFSP Review Outcome

= P’ Child Name: Cindy, Cindycindy - 100010016 IFSP Date: 06/01/2005 .
SPOE100D ﬁdmln
‘child Care Management | User Options

m " Eligibility | TﬂmMeetlngs | IFSP ]

Present Level | Family Assessment [ Outcomes rAuthurlzatluns | l:lther Services Transition |

i e [ 0 = ) Re =

ﬁ A outcome # Outcome Statement Progress
s 1 Cindycindy develops physically like a normal gitl. Gar
1 1 records
. Maodification to

Team Evaluation # I =1 Ot ot " es € Mo
Outcome Status # I ;I Outcome End Date
Progress Summary *® | ) H

‘Dutcome List [l Modify Outcome [l Create Outcome | Reset | ES

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy il

«Tip: Theoutcomeisagain displayed in the Active Outcomes for Review table on the
IFSP Review Outcome page (displayed above).
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Modify an Existing Outcome for an IFSP Team Meeting
Use this exercise to modify an existing outcome for an |FSP team meeting.

€Note: This exercise begins on the IFSP Review Outcome page.

Complete the following steps to finish this exercise:

1. Onthe IESP Review Outcome page, click the radio button in the Select
column to select the outcome to modify.

/3 IFSP Review Outcome Detail - Microsoft Internet Explorer provided by Covansys

File Edit %iew Favorites Tools  Help

GiBack » = - 23 4] 43 | Qi Search (G Favoites 0 Media ¢4 | - S =

("W =IFSP Review Outcome E
E‘-‘ Child Name: Cindy, Cindycindy - 100010016 IFSP Date: 06/01/2005 £2!
SPOE1000 Admin

‘child Care Management | User ljptions

"Child | Health | Domains | Eligibility | TeamMeetings N1 Notes |

Present Level | Family Assessment | Outcomes I Authorizations I Dther Services | Transition |
A e [ [ e i e =
m A outcome # Qutcome Statement Progress
s 1 Cindycindy develops physically like a normal gitl. Gr
1 1 records
— = Maodification to
Team Evaluation I =1 Ot ot " es € Mo
Dutcome Status # | =1 Outcome End Date
Progress Summary *® | ) !
‘Dutcome List [l Modify Outcome [l Create Outcome | Reset | ES

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Select the Team Evaluation. For the purposes of this exercise, select the
Outcome Still Needed/Situation Unchanged option.

3. Select the Outcome Status. For the purposes of this exercise, select the
Continued with Changes option.

Enter the Progress Summary in 250 characters or less.

Select the Yes or No radio button in Modification to Outcome to indicate
whether a modification was made to the outcome. For the purposes of
this exercise, select the Yes radio button.
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«Tip: When Continued as Written is selected as the Outcome Status, the No radio
button must be selected. When Continued with changesis selected as the Outcome
Status, the Y es radio button must be selected. When Discontinued is selected as the
Outcome Status, the No radio button must be selected.

6. Click Modify Outcome. The IESP Outcomes page displays.

reate Outcome - Microsoft Internet Explorer provided by Covansys

File Edit %iew Favorites Tools  Help

GiBack » = - 23 4] 43 | Qi Search (G Favoites 0 Media ¢4 | - S =
("W =IFSP Outcomes

E‘-‘ Ehild Name: Cindy, Cindycindy - 100010016
SPOE1000 Admin

‘child Care I'-"Ianagement User Options

m Health Eligibility |~ Team Meetings [Nl

Present Level | Family Assessment | Dutcomes [Authurlzatluns[ Other Services | Transition |

Cutcome # 1

- Dutcome Statement - What we would like to see happen within the next year

Cindycindy develops physically like a normal girl.

~ Criteria - What needs to be accomplished for the Dutcome to be fully met?

Laoks of OT?

- Procedure - How does the team plan on measuring the progress towards the outcome?

laT comes, tells parents what to do, Parents doit, Parents tell SC hiow things are goihg.

EE| EE &

Timeling - When the Outcome will be measured For progress?
Semi-Annually =

o 0 Achieve O ame
Siategies s [ ol
0T comes, tells parents what to do. Parents do it. Farents do what OT says. q
I
1 1 records

Add Strateqy & Activity

Review History for Dutcome Activities

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

In Outcome Statement, update the overall goal for this outcome.

In Criteria, update specifically what needs to occur to achieve this
outcome.

9. In Procedure, update the procedures that will be implemented to measure
the progress achieved towards this outcome.

10.In Timeline, update how frequently the outcome will be measured for
progress.
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11.In the Steps to Achieve Outcome table, view the strategies and activities

that were added for this outcome. You can click the '-fi button in the
Delete column to remove any that no longer apply.

12.To add a new strategy and activity, click Add Strategy and Activity and
complete the following information on the Add Strategy & Activity page:

; Add Strategy & Activity - Microsoft Internet E._. B [=] [E3

Strategy #* =
E
Activity * =

e In Strategy, enter the description of the strategy.
e In Activity, enter the description of the activity.

o Click Save. Repeat these steps to summarize additional strategies
and activities.

e Click Close. The IESP Outcomes page refreshes to display the
summary information you entered.
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ozoft Internet Explorer provided

File  Edit Eiéw ngorites Tools  Help
GiBack - = - ) (8] 4 | Q) Search (G Favortes S} Media ®| - = e
@ =IFSP Outcomes

= Ehild Name: Becky, Child - 100010062
SPOE1000 Admin

Child Care Management

- Health _ Domains - bili —FSP utes |

Present Level I Family Assessment[ Dutcomes rAuthnrizatiuns I Other Services [ Transition |

Qutcome # 2

~ Outcome Statement - What we would like to see happen within the next year
Updéted Oukcome

— Criteria - What needs to be accomplished for the Dutcome to be fully met?
Updated Oukcome

NE & &

~ Procedure - How does the team plan on measuring the progress towards the outcome?
Updated Outcome

N E

Timeline - When the Outcome will be measured for progress?
lWeekIy - I

Steps To Achieve Outcome

updates updates ﬁ
Updated Qutcome Updated Cutcome q

L
Updated Qutcome #3 Updated Qutcome #3 q

!
1 3 records

Add Strategy & Activity

Review History for Dutcome [ Reset | Activities | Save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

13.Click Save. The IESP Review Outcome page displays and refreshes to
show the changed you made.
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SP Review Outcome Detail - Microzoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Tools  Help

GBack ~ = - G [2] 4| QiSearch [Favoites WiMeda 4| By S =
"W =IFSP Review Outcome

%&3 Ehild Name: Cindy, Cindycindy - 100010016

SPOE1000 Admin
Child Care Management | User Options Lugui’f

@ Mo Record Found. Please Try Again.

IFSP Date: 06/01/2005 %”’

Health Eligibility Team Meetings (NIl

TActive Dutcomes For Review

Present Level | Family Assessment | Outcomes I Authorizations I Other Services | Transition I

Dutcome List [l Modify Dutcome | Create Outcome

0 records
Team Evaluation #* I =1 E‘S&'E::;mn L2 ™ Yes " Mo
Outcome Status #* I =l Outcome End Date
Progress Summary #* .!

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: Onceall of the outcomes have been reviewed, modified, or discontinued, the
Active Outcomesfor Review table becomes blank on the |FSP Review Outcome page
(displayed above). The Active Outcomesfor Review table must be empty for the

meeting final edits to pass when run.
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Discontinue an Existing Outcome for an IFSP Team Meeting
Use this exercise to discontinue an existing outcome for an IFSP team meeting.

£Note: This exercise begins on the IFSP Review Outcome page.

Complete the following steps to finish this exercise:

1. Onthe IESP Review Outcome page, click the radio button in the Select
column to select the outcome to discontinue.

/3 IFSP Review Outcome Detail - Microsoft Internet Explorer provided by Covansys

File Edit %iew Favorites Tools  Help

GiBack » = - 23 4] 43 | Qi Search (G Favoites 0 Media ¢4 | - S =
"ﬁ_IFSP Review Outcome

=W child Name: Cindy, Cindycindy - 100010016 IFSP Date: 06/01/2005 .
SPDEIDDD ﬁdmln
‘child Care Management | User Options

' Health " Eligibility | Team Meetings IFSP |

Present Level | Family Assessment | Dutcomes I Authorizations | Other Services | Transition |
i e [ 0 = ) Re =
m A outcome # Outcome Statement Progress
s 1 Cindycindy develops physically like a normal gitl. Gr
1 1 records
. Maodification to
Team Evaluation # I =1 Ot ot " es € Mo
Outcome Status # I ;I Outcome End Date
Progress Summary *® | ) !
‘Dutcome List [l Modify Outcome [l Create Outcome | Reset | ES

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy il

2. Select the Team Evaluation. For the purposes of this exercise, select the
Outcome Accomplished option.

3. Select the Outcome Status. For the purposes of this exercise, select the
Discontinued option. The page refreshed based on the selection you
made.
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SP Review Dutcome Detail - Microsoft Internet Explorer provided by Covansys

File Edit %iew Favorites Tools  Help

GiBack » = - 23 4] 43 | Qi Search (G Favoites 0 Media ¢4 | - S =

("W =IFSP Review Outcome
_" Child Name: Cindy, Cindycindy - 100010016
" SPOE1000 Admin

‘child Care Management | User D.pl:ions Logoff

m Health | Domains | Eligibility | Team Meetings IFSP Notes |
Present Level | Family Assessment | Outcomes [ Authorizations | Dther Services | Transition |
A e [ [ e i e =
W A Outcome # Outcome Statement Progress
o 1 Cindycindy develops physically like a normal gitl. {}
1 1 records
. : Muodification to

Team Evaluation #* | outcome Accomplished. =1 ORtCoras " ‘es & No
Outcome Status # | biscontinued =1 Outcome End Date  pgjn1j2005

Progress Summary #*

“Outcome List |l Review History | Modify Outcome [ Create Outcome’ “Activities

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: When Discontinued is selected as the Outcome Status, page refreshes and
displays the Outcome End Date. Thisinformation is read-only and cannot be changed.

4. Enter the Progress Summary in 250 characters or less.

5. Select the Yes or No radio button in Modification to Outcome to indicate
whether a modification was made to the outcome. For the purposes of
this exercise, select the Yes radio button.

«Tip: When Continued as Written is selected as the Outcome Status, the No radio
button must be selected. When Continued with changesis selected as the Outcome
Status, the Yes radio button must be selected. When Discontinued is selected as the
Outcome Status, the No radio button must be selected.
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6. Click Save. The IESP Review Outcome page displays and refreshes to
show the changed you made.

SP Review Outcome Detail - Microzoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Tools  Help

GBack ~ = - G [2] 4| QiSearch [Favoites WiMeda 4| By S =
"W =IFSP Review Outcome

=% child Name: Cindy, Cindycindy - 100010016 IFSP Date: 06/01/2005 %”’
SPOE1000 Admin
Child Care Management | User Options
@ Mo Record Found. Please Try Again.

Health Eligibility Team Meetings (NIl

Present Level | Family Assessment | Outcomes I Authorizations I Other Services | Transition I

TActive Dutcomes For Review

0 records
i Modification to
Team Evaluation #* I =1 OEER RS ™ Yes " Mo
Outcome Status #* I ;I Outcome End Date
Progress Summary * H
Outcome List [l Modify Outcome [l Create Outcome | Reset [ Activities W Save |

¥Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

«Tip: Onceall of the outcomes have been reviewed, modified, or discontinued, the
Active Outcomesfor Review table becomes blank on the |FSP Review Outcome page
(displayed above). The Active Outcomesfor Review table must be empty for the
meeting final editsto passwhen run.
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Create a New Outcome while Reviewing Outcomes

Use this exercise to create a new outcome while reviewing existing outcomes on the |IFSP
Review Outcome page.

€Note: This exercise begins on the IFSP Review Outcome page.

Complete the following steps to finish this exercise:

1. Onthe IFSP Review Outcome page, click Create Outcome. The IFSP
Outcomes page displays.

reate Outcome - Microsoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Tools  Help

GaBack ~ = - 2 7] 4 | @) Gearch (G Favortes G Media <% | - S =
"W =IFSP Outcomes

_" Ehild Name: Cindy, Cindycindy - 100010016
~SPOE1000 Admin

“child Care Managen1ent User Options Lugui’f

"Child | Health Eligibility | Team Meetings |

Present Level Famlly Assessmentl Outcomes [Authnrlzatlunsl Other Services | Transition |

Cutcome #  Mew

~ Outcome Statement - What we would like to see happen within the next year

~ Criteria - What needs to be accomplished for the Outcome to be fully met?

- Procedure - How does the team plan on measuring the progress towards the outcome?

Bl S N X

Timeline - When the Outcome will be measured for progress?

Steps To Achieve Outcome

0 records

Add Strategy & Activity

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. In Outcome Statement, enter the overall goal for this outcome.
3. In Criteria, enter specifically what needs to occur to achieve this outcome.
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4. In Procedure, enter the procedures that will be implemented to measure
the progress achieved towards this outcome.

5. In Timeline, select how frequently the outcome will be measured for
progress.

6. Click Add Strategy and Activity. The Add Strategy & Activity page
displays.

; Add Strategy & Activity - Microsoft Internet E._. B [=] [E3

Strategy #* =
E
Activity * =

7. In Strategy, enter the description of the strategy.

8. In Activity, enter the description of the activity.

9. Click Save.

10.Repeat steps 7-9 above to summarize additional strategies and activities.

11.0nce you have finished additional strategies and activities, click Close.
The IESP Outcomes page refreshes to display the summary information
you entered.
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Create Dutcome - Microsoft Internet Explorer provided by Covansys

File Edit %iew Favorites Tools  Help

GiBack » = - 23 4] 43 | Qi Search (G Favoites 0 Media ¢4 | - ==
(@ =IFSP Outcomes

= Child Name: Cindy, Cindycindy - 100010016
SPOE1000 Admin

Logoff

Child | Health | Domains | Eligibility | Team Meetings WZ3| Notes |

Present Level | Family Assessment[ Outcomes rAuthurizatiuns I Other Services [ Transition |

Cutcome #  RMew

- Dutcome Statement - What we would like to see happen within the next year

a new oukcome

~ Criteria - What needs to be accomplished for the Dutcome to be fully met?

e criteria For the outcome

EE| 8§ o

~ Procedure - How does the team plan on measuring the progress towards the outcome?

SOMe new procedures

N m

Timeling - When the Outcome will be measured For progress?
|Daily - I

= SRl s T
Sirsiogis T

skrateqgy activity ﬁ

1 1 records

Add Strateqgy & Activity

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

12.Click Save to return to the IESP Team Meeting Activities page.

294



Team Meeting Activities

Add a Parental Consent for IFSP Services Activity

Use this exercise to add a Parental Consent for IFSP Services meeting activity for an
IFSP team mesting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click Parental Consent for
IFSP Services. The Parental Consent for IFSP Services page displays.

/2 Parental Consent Sevice List - Microsoft Internet Explorer provided by Covansys

File Edt “iew Favortes Tools Help
G Back - = - ) (2] i} | Qi Search  [FFavoites FiMedia ¢4 | S5 =
("# =Parental Consent For IFSP Services

=" child Name: 0'Malley, Child - 100010042

SPOE1000 Admin
Home Child Care Management Help Logoff

Parental Consent For IFSP Services

0 records

Add Service Type

2. Click Add Service Type. The Parental Consent Service Detail page
displays.

a Parental Consent Service Detail - Microsoft Internet Explorer provided ... [ [=]E3

Service Type #* | -] Date 53

Action #* " Approved  Declined

“Reset B Close I Save |

3. Select the Service Type.
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£Note: Only services approved by the child's parents are available Service Type
options when creating service authorizations.

4.

9.

Enter or select the Date. You can click the % icon to select a date from a
calendar.

Select the Approved or Declined radio button in Action to indicate
whether the parent approved or declined the service.

Click Save. The Parental Consent Service Detail page refreshes to
indicate that the data was saved successfully.

Repeat steps 3-6 above to enter consensual information additional IFSP
services.

Once you have finished entering consensual information IFSP services,
click Close. The Parental Consent for IFSP Services page refreshes and
displays the information you entered.

Click Activities to return to the IFSP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, a check mark is
displayed next to the Parental Consent for | FSP Serviceslink to indicate that this
activity has been completed.
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Add an IFSP Authorizations Activity

Use this exercise to add an IFSP Authorizations meeting activity for an IFSP team
meeting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click IFSP Authorizations.
The Authorizations page displays.

<23 IFSP Authorization List - Microsoft Internet Explorer provided by Covansps

File Edit “iew Favortes Toolz Help

i Back ~ = - G (2] 33| QiSearch Favortes GPMeda o | By S 2

SAuthorizations

- Child Name: O'Malley, Child - 100010042 IFSP Date: 05/02/2005 %
POE1000 Admin

Home Child Care Management Help Logoff

@ Mo Record Found. Please Try Again.

Child | Health | Domains | Eligibility | TeamMeetings Nl Notes |
Present Level I Family Assessment I Outcomes Authorizations | D

ther Services [ Transition I

Search Filter

¥ show Meeting Specific

Authorization List

0 records
" Add Authorization

2. Click Add Authorization. The New Authorization (Page 1) page displays.
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3 Mew Authorization - Microsoft Internet Explorer provided by Covansys

File Edt “iew Favortes Tools Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =

@ =New Authorization

E‘-’ Child Name: D'Malley, Child - 100010042
SPOE1000 Admin
Home Child Care Management Help Logoff

Authorization Type *l

Ll

Service Type # |

Yer: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy B

€Note: Thisexercise will show you how to create an Assistive Technology service
authorization. The steps that follow are specific to creating Assistive Technology service
authorization type.

3. In Authorization Type, select Service as the type for the authorization.
The page refreshed based on the Authorization Type selected.

3 Mew Authorization - Microsoft Internet Explorer provided by Covansys

Edit  View Fawortes Tool:  Help

G Back - = - ) (2] i} | Qi Search  [FFavoites FiMedia ¢4 | S5 =
(%@ =New Authorization

E‘-’ Ehild-Name: 0'Malley, Child - 100010042
SPOE1000 Admin
Home Child Care Management Help Logoff

Authorization Type *I Service ;l
Service Type # | ;l
o - o P 0 ome
[select | A outcome | *
O 1 !
1 1 records
[ Back |

Yer: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. In Service Type, select Assistive Technology as the service type for the
authorization.
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5. Click the check box in the Select column to select an outcome.
6. Click Next. The New Authorization (Page 2) page displays.

<23 New Authorization - Microsoft Internet Explorer provided by Covansps
File Edt “iew Favorter Toolz Help

Back ~ = - GF (2] A | QiSeach [FFavorites Meda o | By S = 5

%@ =New Authorization

g" Child Name: O'Malley, Child - 100010042 IFSP Date: 05,/02/2005
SPOE1000 Admin
Home Child Care Management Help Logoff

To ('%

&

Service Type Assistive Technology Active Date #*

Funding Source #* | 'i gzp:?;nsatory o B

HCPCS # pol Description

User Description #* =] Type #* I vI
=

Quantity # Price # § Total Amount #* $0.00

Comments H
Include inkended

freguency and inkensity

of use as well as where it

will be used and For what m
time period.

_ (" NPA Provider

specialty | = | MPA Reason =]

_ " Provider

Account ID ,—J Payee Name
First Name MI Last Name

Phone Specialty

Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

7. In Active Date, enter or select the starting date for the authorization. You
can click the % icon to select a date from a calendar.

8. In To, enter or select the ending date for the authorization. You can click
the % icon to select a date from a calendar.

9. In Funding Source, select the funding source for the authorization.

10.In Compensatory Service, indicate whether the authorization is currently
a compensatory service.

11. Click the +~ icon next to HCPCS to search for a specific HPCPS code.
The HCPCS Lookup page displays.
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3 HCPCS Lookup - Microsolt Internet Explorer provided by Covansys

- HCPCS Code Search

HCPCS Code HCPCS Description

"HEPCS List

12. Complete information in one of the following fields to perform an HCPCS
code search:

o Enter a complete HCPCS Code to perform a search by HCPCS
code. A complete code must be entered to perform a search by
HCPCS code.

o Enter an HCPCS Description to perform a search by HCPCS
description. You must enter at least two characters to perform a
search by HCPCS description.

13.Click Search. The information displayed in the HCPCS List table
refreshes to display the HCPCS codes that match the filter criteria
specified.

14.Click the link in the Select column to select a specific code and return to
the New Authorization (Page 2) page. The page is refreshed and displays
the HCPCS Code and Description based on your selection.

15.In User Description, enter a description of the user for the authorization.
16.In Type, select the type of service being used for the authorization.

17.1n Quantity, enter the number of units necessary for the authorization.
18.In Price, enter the price per unit for the authorization.

«Tip: Total Amount displaysthe total dollar amount for the authorization. This
information is read-only and cannot be changed.

19.In Comments, enter any additional comments about the authorization.
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£Note: You must specify either NPA Provider or Provider to complete the
authorization. Selecting the Provider radio button will clear any information selected in
the NPA Provider drop-down lists. To specify an NPA provider, click the NPA
Provider radio button, then select a Specialty and an NPA Reason. This exercise will
show you how to specify a provider. The steps that follow will show you how to specify
aprovider for the authorization.

20.Click the +~ icon next to Account ID to search for a specific provider. The
Search Provider page displays.

; Search Provider - Microsoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help

d=Hack - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=
;_E Search Provider

=5PEIE 1000 Admin
Home Child Care Management Help Logoff

Search Criteria

Tao petfarm a search, enter the search criteria and then select the Search button,

Provider Account Id Provider Last Name
Provider First Name

Eilling Entity Name Zip
County /‘J

Specialty =1

Yer: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy ==
’

|@ l_ ’_ @_ |Q Internet

21.Enter or select information in one or more of the following fields to perform
a provider search:

e Provider ID (a complete provider ID number must be entered)

e Provider Last Name (a minimum of 2 characters must be entered to
perform a search by last name)

e Provider First Name

« Billing Entity Name (a minimum of 2 characters must be entered to
perform a search by billing entity name)

e Zip (at least 3 digits must be entered to perform a search by zip
code)

e County (click the +iconto display the County Search page)

e Specialty
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22.Click Search to perform a search based on the specified filter criteria.
The Provider List page displays a list of providers that match the filter
criteria specified.

23.Click the link in the Select column to select a specific provider and return
to the New Authorization (Page 2) page. The page is refreshed and
displays the following information under Provider based on your selection:

e Account ID

o Payee Name
e First Name

e Ml

o Last Name

e Phone

e Specialty

24.Click Save. The Authorizations page refreshes and displays the
authorization you entered.

25.Click Activities to return to the IFSP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, acheck mark is
displayed next to the |FSP Authorizations link to indicate that this activity has been
completed.
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Add an Other Services Activity

Use this exercise to add an Other Services meeting activity for an IFSP team meeting.

Complete the following steps to finish this exercise:

1. Onthe IESP Team Meeting Activities page, click Other Services. The
IFSP Other Services page displays.

<3 Other Service List - Microsoft Internet Explorer provided by Covansys

File Edt “iew Favortesr Toolz Help

s Back ~ = - (2} 3 | Qsearch [ilFavoites fMeda 4| 5y S =1

@ =IFSP Other Services

¥ —Child Name: O'Malley, Child - 100010042
SPOE1000 Admin

Home Child Care Management Help Logoff

IFSP Date: 05/02/2005 *

@ Mo Record Found. Please Try Again.

Im Health Eligibility |~ Team Meetings IFSP| Notes |

Present Leuel Famlly Assessment I Outcomes I‘Authurlzatluns ” Dther Services Transition l

Other Services List

0 records

Add Other Service
T

2. Click Add Other Service. The IFSP Add Other Service page displays.
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a IFSP Add Other Service - Microzoft Internet Explorer provided by Covansys

—soiect [ & ucomes :

O 1 1

1 1 records

Service Description -
Service Date

&
&

Ta [
Funding Source

Responsible Person

Notes !

[ Reset " Close J§ Save |

3. Click the check box in the Select column to select an outcome.

In Service Description, enter or update the description of the service in
100 characters or less.

5. In Outcome #, select one or more of the currently active outcomes
defined for the IFSP.

6. In Start Date, enter or select the date on which the service begins. You
can click the ¥ icon to select a date from a calendar.

7. In End Date, enter or select the date on which the service ends. You can
click the ¥ icon to select a date from a calendar.

8. In Funding Source, enter or update a description of the funding source
for the service.

9. In Responsible Person, enter or update the name of the person who is
responsible for delivering the service.

10.In Notes, enter or update any additional notes about the service in 250
characters or less.

11.Click Save. The IFSP Other Services page refreshes and displays the
service you entered.

12.Click Activities to return to the IESP Team Meeting Activities page.
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Add a Meeting Notes Activity
Use this exercise to add a Meeting Notes meeting activity for an IFSP team meeting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click Meeting Notes. The
IFSP Meeting Notes page displays.

<3 IFSP Meeting Notes List - Microsoft Internet Explorer provided by Covansys

File Edt “iew Favortes Toolz Help

= Back - = - G 2] | @ Search (G Favoites G Media o4 | By S =

W =IFSP Meeting Notes

=% Child Name: O'Malley, Child - 100010042 IFSP Date: 05/02/2005
POE1000 Admin

Home Child Care Management User Options Help Logoff

Site Map

‘;} Mo Record Found. Please Try Again.

"Search Filter
¥ Current Meeting

Meeting Notes List

0 records

A ctivities

2. Click Add Notes. The IFSP Meeting Notes Detail page displays.

a IF5F Meeting Hotes Detail - Microsoft Internet Explorer provided by Covanzys

Topic *
Motes Detail * E

“resct B close | save

3. Enter the Topic of the note in 50 characters or less.
4. Enter the Note Detail in 1000 characters or less.
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5. Click Save. The IFSP Meeting Notes Detail page refreshes to indicate
that the data was saved successfully.

6. Repeat steps 3-6 above to enter additional IFSP meeting notes.

7. Once you have finished entering IFSP meeting notes, click Close. The
IFSP Meeting Notes page refreshes and displays the information you
entered.

8. Click Activities to return to the IFSP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, a check mark is
displayed next to the M eeting Notes link to indicate that this activity has been
completed.
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Team Meeting Activities

Use this exercise to add a Transition Information meeting activity for an IFSP team

meeting.

Transition From Topics:

Topic Short Description For List

*Discussion with, and training of parents regarding future
placements and other matters related to the child's
transition. Required at every IFSP initial and Annual
meeting until the child's age is 2.5 years. Then required
at every (Initial, Annual, 6 Month Review, Inter-periodic)
meeting until child exits the program.

Discussion with and Training of Parents

*Discussion about procedures to prepare the child for
changes in service delivery including steps to help the child
adjust and function in a new setting. (Required at every
meeting when the child's age is 2.5 years or greater
until the child exits the program).

Discussion about changes in Service Delivery

Send with parental consent, information about the child to
the local education agency to ensure continuity of services
including evaluation and assessment of information and
IFSPs. (Required at every Meetings when the child's age
is 2.5 years or greater until the child exits the program).

Sent info to Local Education Agency with
Parental Consent

Send specified information to community programs, upon
informed, written consent, to facilitate service delivery or
transition from the First Steps early intervention system.
(Required at every Meetings when the child's age is 2.5
years or greater until the child exits the program).

Sent info to Community Programs with Parental
Consent

Other Transition From Topic

Other Transition Topic

Transition Into/Within Topics

Short Description

Transition from hospital, neonatal intensive care unit to
home, and into early intervention services to ensure that no
disruption occurs in necessary services

Transition from Hospital/NICU

Family related changes that may affect IFSP service
delivery (l.e., employment, birth or adoption of sibling,
medical needs of other family members)

Family Related Changes

Child related changes that may affect IFSP service delivery
(I.e., hospitalization or surgery, placement in a child care
program, addition of new equipment or technology,
medication changes)

Child Related Changes

Introduction of new or a change in Service Provider(s) or
Service location(s)

Service Provider (New or Change)

Termination of existing IFSP service

Termination of IFSP service

Explore community program options for our Child or Family

Explore Community Programs

Child and Family exiting First Steps system due to Loss of
eligibility or Family does not consent to participate

Child and Family Exiting First Steps

Other Transition Topic

Other Transition Topic
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Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click Transition Information.
The |IESP Transition page displays.

a IFSP Transition - Microsoft Internet Explorer provided by Covansys

File Edt “iew Favortes Tools  Help

G Back - = - ) (2] i} | Qi Search  [FFavoites FiMedia ¢4 | S5 =
("W =IFSP Transition ;

%‘3- Ehild-Name:-0'Malley, Child - 100010042 IFSP Date: 0.5,.-"02,.-"200.5%
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

@ Mo Record Found. Please Try Again.

| Health Eligibility |~ TeamMeetings  NlF3

Present Level I Family Assessment I Outcomes lAuthurizatiuns [ Other Services | Transition I

Search Filter

¥ show Meeting Specific

T_ra_nsitinn Tupic: Llst

0 records

" Add Transition "From® Topic Add Transition ‘Into” and *Within' Topic

2. Click Add Transition Into/Within Topic or click Add Transition From
Topic. The IESP Transition Detail page displays.

/) IFSP Transition Detail - Microsoft Internet Explorer provided by Covansys

Transition Topics * | ;l

Topic Description
¥ho Is Responsible

Transition Steps,/Activities #* H
Enter Steps and Activities ko Support the
Transition Issue

=
“eset W Close | Save |
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3. In Transition Topics, select the transition topic ID.

In Who is Responsible, enter the name of the person responsible for the
transition activity in 65 characters or less.

5. In Transition Steps/Activities, enter the steps, responsibilities, and
activities that must be completed for this transition in 250 characters or
less.

6. Click Save. The IESP Transition page refreshes to display the transition
information entered.

7. Click Activities to return to the IFSP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, a check mark is
displayed next to the Transition I nformation link to indicate that this activity has been
completed.
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Add a Team Communications Activity

Use this exercise to add a Team Communications meeting activity for an IFSP team
meeting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click Team Communications.
The IFSP Team Communications page displays.

3 IFSFP Team Communications - Microsoft Internet Explorer provided by Covansys
File Edt “iew Favortes Tools  Help

G Back - = - ) (2] i} | Qi Search  [FFavoites FiMedia ¢4 | S5 =

(@ =IFSP Team Communications &
g" Ehild-Name: 0'Malley, Child - 100010042 IFSP Date: 05/02/ 2005
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

b_,) Mo Record Found. Please Try Again. \‘

~ Family Communications

Document the amount and type of communication strategies agreed upon so that the expectations are clear to both the Familyfcare giver(s) and
the service coordinator.
- Team Communications

2. In Family Communications, enter information that documents the
amount and type of communication strategies agreed upon so that the
expectations are clear to both the family/care giver(s) and the service
coordinator.

3. in Team Communications, enter methods of keeping in touch with team
members, including telephone calls, progress reports and routine
correspondence information.

4. Click Save to return to the IFSP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, a check mark is
displayed next to the Team Communicationslink to indicate that this activity has been
compl eted.

310




Team Meeting Activities

Add a Next Meeting Activity
Use this exercise to add a Next Meeting activity for an IFSP team meeting.

Complete the following steps to finish this exercise:

1. Onthe IESP Team Meeting Activities page, click Next Meeting. The
Team Meeting Planner page displays.

<3 IFSP Meeting Planner - Microzoft Internet Explorer provided by Covansys

File Edt “iew Favortes Toolz Help
i Back ~ = - G (2] 33| QiSearch Favortes GPMeda o | By S 2
"#=Team Meeting Planner

= U Child Name: O'Malley, Child - 100010042 IFSP Date: 05/02/2005 ?7'
POE1000 Admin
Home Child Care Management User Options Help Logoff

“hid | Heatin | Domains | oty |MEYRYTICTNN P | Notes |

Meeting History | Meeting Planner I Meeting Activities | Team Members |
Primary Meeting Type *l - I Meeting Status Tenkative
Secondary Meeting Type [ Transition [*] Part B 7] Compensatory
Meeting Date #* & Time #* htmm aPhd - Meeting Duration % Minutes
Location Address H Location Description |

=

i N

Meeting Agenda

Team Meeting Member List

0 records

Add Team Meeting Member

¥er: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

€Note: Creating a Next Meeting activity allows you to enter information for and plan
the next team meeting for the child.

2. In Primary Meeting Type, select a type for the IFSP team meeting. If this
meeting has already been scheduled, this information is read-only and
cannot be changed.

3. Meeting Status displays the current status of the IFSP team meeting.
This information is read-only and cannot be changed.

4. Click the Transition check box to indicate that the IFSP team meeting is a
transition meeting as necessary.

5. Click the Part B check box to indicate that the IFSP team meeting is a
Part B meeting as necessary.
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10.

11.

12.

13.

14.

15.

16.

17.

Click the Compensatory check box to indicate that the IFSP team
meeting is a compensatory meeting as necessary.

In Meeting Date, enter or select the date on which the IFSP team meeting
will occur. You can click the ¥ icon to select a date from a calendar.

In Time, enter the time at which the IFSP team meeting will occur in
HH:MM AM/PM format.

In Meeting Duration, enter the duration of the IFSP team meeting in
minutes.

In Location Address, enter the address information for the location at
which the IFSP team meeting will occur in 250 characters or less.

In Location Description, enter a brief description of the location at which
the IFSP team meeting will occur in 250 characters or less.

In Meeting Agenda, enter a brief agenda for the IFSP team meeting in
500 characters or less.

In the Team Meeting Member List, a list of members from a previously
finalized team meeting are displayed. You can remove a member by
clicking the link in the Remove column, or you can add a new team
member to the table by clicking Add Team Meeting Member.

If Add Team Meeting Member is clicked, the Add Team Meeting Member
page displays. Complete the following to add a new team member to the
Team Meeting Member List table:

e Click the check box in the Select column to add one or more team
members to the IFSP team meeting.

o Click Save to add the selected team member(s) and return to the
Team Meeting Planner page.

Click the check box in the Notified column to indicate that an invitation
has already been sent to the team member for the IFSP team meeting as
necessary.

Click Save to save the meeting information and place the meeting in
tentative status.

Click Activities to return to the IFSP Team Meeting Activities page.

«Tip: Onceyou return to the IFSP Team Meeting Activities page, a check mark is
displayed next to the Next M eeting link to indicate that this activity has been completed.
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Review Delivered Services
Use thisexercise to review alist of services delivered for an IFSP team meeting.

Complete the following steps to finish this exercise:

1. Onthe IFSP Team Meeting Activities page, click Delivered Service(s)
(Optional). The IESP Delivered Service Review page displays.

<3 Delivered Services - Microzoft Internet Explorer provided by Covansys

File  Edt “iew Favortes Toolz Help

i Back ~ = - G (2] 33| QiSearch Favortes GPMeda o | By S 2
@ =IFSP Delivered Service Review

g‘-‘ Ehild Name: O'Malley, Child - 100010042
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Delivered Services List

0 records

2. In Date of Service, enter or select the starting date of the service to
include. You can click the % icon to select a date from a calendar.

3. In To, enter or select the ending date of the service to include. You can
click the ¥ icon to select a date from a calendar.

4. Click Search. The Delivered Services List table refreshes to display the
services that were delivered within the date range specified.

5. Click Activities to return to the IFSP Team Meeting Activities page.

«Tip: Once you return to the IFSP Team Meeting Activities page, a check mark is
displayed next to the Delivered Service(s) (Optional) link to indicate that this activity
has been compl eted.
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Add a Finalize Meeting Activity
Use this exercise to add a Finalize Meeting activity for an IFSP team meeting.

Complete the following steps to finish this exercise:

1. Onthe IESP Team Meeting Activities page, click Finalize Meeting. A

message box displays confirming your request.
]|

@ Run Finalize Meeting Edits?
Cancel |

Microzoft Intermnet Explorer

2. Click OK or Cancel to continue. If OK is clicked, finalized meeting edits
are processed. If errors are found during this process, the Data Edit
Errors page displays (an example is displayed below). If no errors are
found during this process, a message displays indicating that the finalized
meeting edits were successful. After the finalized edits have been run
successfully, meeting information is displayed in a read-only mode. If
Cancel is selected, the finalized meeting edits are not processed. Once a

meeting has been finalized, the Finalize Meeting link is disabled and a

check mark is displayed next to the Finalize Meeting link on the IFSP

Team Meeting Activities.

j Data Edits - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favortes Toolz Help

GBack - = - 2 (2] | Q) Search (3 Favoites St Media <4 | SR |

% =Domain Summary
=8 —child Name: O'Malley, Child - 100010042
“SPOE1000 Admin
Home Child Care Management User Options Help Logoff

|"Health WY Eligibility | Team Meetings m

Domains .Im Development I

Search Filter

Domain IAII vl € Current (= Al

Domain List

¥ Date . Additional EvaliAssess Needed Authorization

ollected

EvaliAssess Completed

42 Cognitive Mo

Undetermined Mo

Data Edit Error List

A Data Edit Errors :
All Domains must be assessed For Initial Meeting,
If Child Medic aid Eligible Unknown, Parental Assistance Indicator required.
IFSP Period End Date must be after Start Date,

Family Assessment Consent not specified.

Achoheohehe

Meeting Date is not within an IFSP Period,

1 13 records

=
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View the IFSP Team Summary List
Use this exercise to see how to view alist of team summaries.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

Child Detail - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favorter Tools  Help

Back ~ = - GF (2] A | QiSeach [FFavortes Meda o | By S
%@ =Child Detail

P~ Child Name: Dreo, Child - 100010074
SPOE1000 Admin _
Home Child Care Management User Options Help Logoff

Child =l | Domains " |’ " Team Meetings |

Child Detail I Enroliment | Family Members | Health Plans I Social History | EI Status |
Child 1D 100010074 Child Status Active
Previous ID MO State ID
Last Mame #* |Creo MI First Name #* Child
AKA Name Gender #* IFemaIe "l
Date of Birth # 0Z2/25/2005 Chronological Age 2 Month(s) [ 22 Day(s) Adjusted Age 3 Week(s)
Parental Consent Obtained for Eval/Assessment  Yes Date 05/ 16/2005
Race #* white (Mot Hispanic) ;l Language English
Ethnicity ;I Interpreter Needed? Mo

- Early Intervention Status

Referral Date 05/156/2005 Eligibility Determination Date  05/16/2005 45-Day Timer 4 Day(s)
IFSP Date Annual Review Due 6 Month Review Due
Service Coordinator Phone
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-099-5555
~ Primary Contact
Mame Oreo, Mather Relationship Mathet
Phone 516-993-9399 Email
- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined
“Service Coordination Transfer History EE E

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Done l_l_gle Intemet i
2. Click the IFSP tab. The IESP Team Summary page displays.
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a 5P Team Summary - Microsoft Internet Explorer provided by Covansys

Fil=  Edit Eiéw F. sz Tools  Help

-%Back S | at | Qi Gearch  [FiFavoites G Media ¢4 | By = =

@ =IFSP Team Summary
=W “ghild Name: Breo, Child - 100010074
POE1000 Admin

_ Domains P 'I-' |
- :

Present Level | Family Assessment [ Outcomes Authorizations [, Other Services Transition I

Detail ¥ Meeting Domain Strengths
Date
pe) 05/16/2005 Physical khdsfkjdsf

1 records

1

" Domain Summary Report [ Back |

|&] Done . . - . l_l_glﬁ Interriet . 7

3. View the list of team summaries in the Team Summary - Present Level
table.

«Tip: You can click the ~ icon in the Detail column to view detailed team summary
information. The Add Team Summary by Domain page displays when clicked.
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View the Family Assessment
Use this exercise to see how to view alist of team summaries.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

il - Microsoft Internet Explorer pr

File Edit Yiew Favortes Tools Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =

@ =Child Detail
=W child Name: Oren, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

NN “Health | Domains || Eligibility | Team Meetings || IFSP || Notes |

Child Detail I Enrollment I Family Members I Health Plans [ Social History I EI Status I
Child ID 100010074 Child Status Ackive
Previous ID MO State ID
Last Name #* |Oreo ML First Name #* Child
AKA Mame Gender #* IFemaIe -l
Date of Birth # 02/25/2005  Chronological Age 2 Monthis) | 22 Day(s) Adjusted Age & Week(s)
Parental Consent Obtained for Eval/Assessment  Yes Date 05/16/2005
Race #* S'hite (Mot Hispanic) ;I Language English
Ethnicity d Interpreter Needed? Mo

- Early Intervention Status

Referral Date  05/16/2005 Eligibility Determination Date  05/16/2005 45-Day Timer 4 Day(s)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator Phone

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5388

~ Primary Contact

Mame Cren, Mother Relationship Mother
Phone §16-993-9399 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

Service Coordination ) Transfer History m m m

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Paolicy

|&] Dore l_l_glﬁ Intermnet v
2. Click the IFSP tab. The IFSP Team Summary page displays.
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a IFSFP Team Summary - Microsoft Internet Explorer provided by Covansys
File  Edit Eiéw Favoites  Tooks  Help

-%Back v =y @ at | Qi Gearch  [FiFavoites G Media ¢4 | By = =

@ =IFSP Team Summary
=W “ghild Name: Breo, Child - 100010074
POE1000 Admin
Home Child Care Management User Options Help Logoff

Present Level | Family Assessment Outcomes __J_Jthurizatiuns | Other Service Transition |

¥ Meeting Domain Strengths

Detail
Date

pe) 05/16/2005 Physical khdsfkjdsf

1 1 records

Domain Summary Report m

|&] Done I_I_E" Interriet : v

3. Click the Family Assessment tab. The Family Assessment page
displays.
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File  Edit Miew ngorites Toolz  Help

i Back ~ = - G (2] 33| QiSearch Favortes GPMeda o | By S 2

Family Assessment

:‘-‘ Child Name; Oreo, Child - 100010074
SPOE1000 Admin _
Home Child Care Management User Options Help Logoff

“Ghid | viatth | ‘Domains | iibity | TeamMestings I Notes |

Present Level | Family Assessment I Outcomes | Authorizations | Dther Services | Transition |
Family Consented to Assessment # (& e € (o Consent Date .05,|'16,|'2DE|5 '[:)';'::E“t Withdrawn
IFSP Family Assessment/Concerns g
|
Family's Priorities =]
=
Strengths & Resources !
=
- I would like to share the following concerns for myself, other family members or my child
[~ Finding or warking with dockors or other specialists [ How different services wark or How they could wark betker For my Farnily
[~ Planning For the Future: what to expect [ InfFarmation on child's special needs, and what it means
" Parenting Skills [ Ideas for brothers, sisters, friends, extended Family
[T Housing, daothing, jobs, food, or telephone ™ Linking with & parent network ko meet other Families or share information
[ Maney Far extra costs of child's special nesds [T Other
[~ People who can help at home or care for the child so I%e can have a break; respite or child care
- I have questions about or want help for my child in the following areas
[ Talking and liskening [ Mawing araund (crawling, scooting, roling, walking) [ Akility ba maintain positions For play
[ Thinking, learning, playing with toys [ Having Fun with other children;getting along "] Feeding, eating, nutrition
[~ Behavior and Feslings [~ Taileting; aetting dressed; bedrime; other daily routines [~ Helping rmy child calm down, quist dawn
[~ Pain or discomFart [~ Special health care needs [ Sesing or hearing
[ Other
ack |

Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

S

|@ Daong l_l_gle Intermet
4. View the family assessment information displayed.
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View the IFSP Outcomes List
Usethisexerciseto view alist of IFSP outcomes.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

=8 Child Detail - Microsoft Internet Explorer provided by Covansys

File Edit Yiew Favortes Tools Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =

@ =Child Detail
=W child Name: Oren, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

NN “Health | Domains || Eligibility | Team Meetings || IFSP || Notes |

Child Detail I Enrollment I Family Members I Health Plans [ Social History I EI Status I
Child ID 100010074 Child Status Active
Previous ID MO State ID
Last Name * |Oreo MI First Name # Child

AKA Mame Gender #* I Femals - |

Date of Birth # 02/25/2005  Chronological Age 2 Monthis) | 22 Day(s) Adjusted Age & Week(s)

Parental Consent Obtained for Eval/Assessment  Yes Date 05/16/2005
Race #* S'hite (Mot Hispanic) ;I Language English
Ethnicity d Interpreter Needed? Mo

- Early Intervention Status

Referral Date  05/16/2005 Eligibility Determination Date  05/16/2005 45-Day Timer 4 Day(s)

IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator Phone

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5388
~ Primary Contact

Mame Cren, Mother Relationship Mother

Phone §16-993-9399 Email
- Medicaid

Medicaid Eligible Undetermined MC+ Eligible Undetermined

Yer: 1.99

Service Coordination

Copyright © 2004 Missouri Department of Elementary and Secondary Education

) Transfer History

Privacy Policy ==

|@ Done

l_ ’_ El@ Intermnet v

2. Click the IFSP tab. The IFSP Team Summary page displays.
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a IFSFP Team Summary - Microsoft Internet Explorer provided by Covansys

File Edit Miew ngorites Tools  Help

= Back + =p - @ B it | @Search [F] Favarites @Media @ | %' = =
ﬁ‘_IFSP Team Summary

Ehild Name: Oreo, Child - 100010074
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

: Health Ellglblllty TeamMeetlngs

Present Level Famlly Assessmentl Outcomes I Authurlzatluns[ Other Serwces I TranS|t||:|n |

Detail ¥ Meeting Domain Strengths 0
Date
D

05/16/2005 Physical khdsfljdsf

1

1 records

" Domain Summary Report

|§|-Done o - : - l_nl_gla Intem.et

3. Click the Outcomes tab. The IFSP Outcomes page displays.

a IFSFP Dutcome - Microsoft Internet Explorer provided by Covansys
File Edit Miew ngorites Tools  Help

G Back - = - ) (2] i} | Qi Search  [FFavoites FiMedia ¢4 | S5 =
’fi‘_IFSP Outcomes

Ehild Name: Oreo, Child - 100010074
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

' Health | Ellglblllty TeamMeetlngs

Present Level I Family Assessmentl Outcomes IAuthurlzatluns[ Other Serwces I Transmnn |

Search Flter

¥ Show Active Only

¥ Outcome # Outcome Statement Start Date End Date

dhfkjsdhfkisfid 05/16/200%

1 records

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education
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«Tip: Under Search Filter, you can select the Show Active Only check box to display
only currently active outcomes in the Outcome L ist table. When the check box is
selected or cleared, the information displayed in the Outcome List tableis refreshed.

4. View the list of outcomes displayed in the Outcome List table.

«Tip: You can click the »” icon in the Detail column to view detailed outcome
information. The |FSP Create Outcome page displays when clicked. The information
displayed on the IFSP Create Outcome page can be updated until a meeting statusis
Finalized. For meetings in Finalized status, the information is displayed in read-only
mode.

322




IFSP

View the Authorizations List
Usethisexerciseto view alist of authorizations.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +icon in the Detail column for a specific
child record. The Child Detail page displays.

il - Microsoft Internet Explorer pr

File Edit Yiew Favortes Tools Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =

@ =Child Detail
=W child Name: Oren, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

NN “Health | Domains || Eligibility | Team Meetings || IFSP || Notes |

Child Detail I Enrollment I Family Members I Health Plans [ Social History I EI Status I
Child ID 100010074 Child Status Ackive
Previous ID MO State ID
Last Name #* |Oreo ML First Name #* Child
AKA Mame Gender #* IFemaIe -l
Date of Birth # 02/25/2005  Chronological Age 2 Monthis) | 22 Day(s) Adjusted Age & Week(s)
Parental Consent Obtained for Eval/Assessment  Yes Date 05/16/2005
Race #* S'hite (Mot Hispanic) ;I Language English
Ethnicity d Interpreter Needed? Mo

- Early Intervention Status

Referral Date  05/16/2005 Eligibility Determination Date  05/16/2005 45-Day Timer 4 Day(s)
IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator Phone

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5388

~ Primary Contact

Mame Cren, Mother Relationship Mother
Phone §16-993-9399 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

Service Coordination ) Transfer History m m m

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Paolicy

|&] Dore l_l_glﬁ Intermnet v
2. Click the IFSP tab. The IFSP Team Summary page displays.
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a IFSFP Team Summary - Microsoft Internet Explorer provided by Covansys

File Edit Miew ngorites Tools  Help

= Back + =p - @ B it | @Search [F] Favarites @Media @ | %' = =
ﬁ‘_IFSP Team Summary

Ehild Name: Oreo, Child - 100010074
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

: Health Ellglblllty TeamMeetlngs

Present Level Famlly Assessmentl Outcomes I Authurlzatluns[ Other Serwces I TranS|t||:|n |

Detail ¥ Meeting Domain Strengths 0
Date
D

05/16/2005 Physical khdsfljdsf

1 1 records

" Domain Summary Report [ Back |

|&] Done . - . l_l_Ela Internet . 7

3. Click the Authorizations tab. The Authorizations page displays.

a IFSP Authorization List - Microsoft Internet Explorer provided by Covansys

File Edit Miew ngorites Tools  Help

G Back - = - ) (2] i} | Qi Search  [FFavoites FiMedia ¢4 | S5 =
"i‘ Authorizations

Ehild Name: Oreo, Child - 100010074
SPOE1000 Admin

Home Child Care Management User Options Help Logoff

' Health | Ellglblllty TeamMeetlngs SP "'

Present Level I Family Assessmentl Outcomes I Authurlzatluns[ Other Serwces I Transmnn |
2 0 atio
Detail ¥ Meeting Start Date Status | Service Type Type Provider Payee
Date
Iﬂ AL00010074-1 05/16/2005 05/16/2005 Expired Nutrition Services Ewalffssessment Dietitian, Provider [ EI
Agency
1 1 records

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|&] Dore l_ ’_ El‘ Intemet &
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«Tip: Under Search Filter, you can select the Show M eeting Specific check box to
display only those authorizations that are specific to the current team meeting in the
Authorization List table. When the check box is selected or cleared, the information
displayed in the Authorization List tableis refreshed.

4. View the list of authorizations displayed in the Authorization List table.

«Tip: You can click the ~ icon in the Detail column to view detailed authorization
information. The View Authorization Detail page displays when clicked.
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Create an Evaluation/Assessment Authorization
Use this exercise to create an eval uation/assessment authorization.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

3 Child Detail - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favortes Tools Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =
(%@ =Child Detail

=W child Name: Oren, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

el Health | Domains | " Team Meetings | IFSP "

Eligibility

Child Detail I Enrollment I Family Members I Health Plans [ Social History I EI Status I
Child ID 100010074 Child Status Ackive
Previous ID MO State ID
Last Name #* |Oreo ML First Name #* Child
AKA Mame Gender #* IFemaIe -l
Date of Birth # 02/25/2005  Chronological Age 2 Monthis) | 22 Day(s) Adjusted Age & Week(s)
Parental Consent Obtained for Eval/Assessment  Yes Date 05/16/2005
Race #* S'hite (Mot Hispanic) ;I Language English
Ethnicity d Interpreter Needed? Mo

- Early Intervention Status
Referral Date  05/16/2005 Eligibility Determination Date  05/16/2005 45-Day Timer 4 Day(s)

IFSP Date Annual Review Due 6 Month Review Due

Service Coordinator Phone

Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5388
~ Primary Contact

Mame Cren, Mother Relationship Mother

Phone §16-993-9399 Email
- Medicaid

Medicaid Eligible Undetermined MC+ Eligible Undetermined

Yer: 1.99

“Service Coordination

) Transfer History

Copyright © 2004 Missouri Department of Elementary and Secondary Education

Privacy Policy ==

|2:| Done

l_l_glﬁ Intermnet
2. Click the IFSP tab. The IFSP Team Summary page displays.
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File Edit Miew ngorites

ozoft Internet Explorer provided by Covansys

Tools

Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =

("W =IFSP Team Summary

Ehild Name: Oreo, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

ru

Detail

D

Present Level I Family Assessment

I Outcomes I Authurizatiuns[ Other Services I Transition |

Meeting
Date

05/16/2005

Domain Strengths

Physical khdsfljdsf

1

1 records

" Domain Summary Report

|€| Daone

i_",_ E | Intem.et

3. Click the Authorizations tab. The Authorizations page displays.

File Edit Miew ngorites

Tools

Help

G Back - = - ) (2] i} | Qi Search  [FFavoites FiMedia ¢4 | S5 =

|| "Health | Domains | Eligibility | Team Meetings Wil Notes |

Yer: 1.99

Present Level I Family Assessmentl Outcomes I Authurizatiuns[ Other Services I Transition |

2 0 atio

h 4 Mesting Start Date Status | Service Type Type Provider Payee

Date
Iﬂ AL00010074-1 05/16/2005 05/16/2005 Expired Nutrition Services Ewalffssessment Dietitian, Provider [ EI
Agency
1 1 records
Add Authorization

Copyright © 2004 Missouri Department of Elementary and Secondary Education

|@ Done
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4. Click Add Authorization. The New Authorizations (Page 1) page
displays.

; Mew Authorization - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favortes Tools Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =

(" =New Authorization
=W child Name: Oreo, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Authorization Type *l

Ll

Service Type # |

[ Back | Next |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|£§'| I_I_E!ﬂ Intemet

5. Select Evaluation/Assessment as the Authorization Type. The page
refreshed based on the Authorization Type selected.

; Mew Authorization - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favortes Tools Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =
(@ =New Authorization

=W child Name: Oreo, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Authorization Type *IE\raIuation,l'Assessment ;l
Service Type # | ;'

- Evaluation/Assessment is needed for

" Eligibility Determination % IFSP Development

- Select Related D in{s)
[~ Adaptive [T Cogritive [~ Communication [ Physical [T Sadial/Emational [T vision [ Hearing

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|£§'| I_I_E!ﬂ Intemet 4

In Service Type, select the service type for the authorization.

Under Evaluation/Assessment is Needed for, select either the
Eligibility Determination or the IFSP Development radio button as
necessary.
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8. Under Select Related Domain(s), select one or more of the domain
check boxes related to the evaluation or assessment to be performed for
the child.

9. Click Next. The New Authorizations (Page 2) page displays.

; Mew Authorization - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favortes Tools Help

| = Back + = - @ @ at | @Search [3] Favorites @Media @ | %' == ]g

"W =New Authorization
=W “child Name: Oreo, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Service Type Health Services Active Date % (*) To (*)
Funding Source #* I_;I Compensatory Service Mo =

Method/Location #* I _vJ

Natural Environment H

Justification

Explain why IFSP Team

determined that it was not

appropriate ko provide this ,ﬂ
service in a natural

Environmment

Frequency #* Per I 'I Intensity #*

Comments

N B

_ " NPA Provider

Specialty | ;I NPA Reason ;I

_ " Provider

Account ID -~ Payee Name
First Name ™I Last Mame

Phone Specialty

“Reset W Back [ save

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|’£'i| Done l_ l_ ré_lﬂ Intermet i

10.In Active Date, enter or select the starting date for the authorization. You
can click the % icon to select a date from a calendar.

11.In To, enter or select the ending date for the authorization. You can click
the % icon to select a date from a calendar.

12.In Funding Source, select the funding source for the authorization.

13.In Compensatory Service, indicate whether the authorization is currently
marketed as a compensatory service.

14.In Method/Location, select a description for the authorization.

15.In Frequency/Per, enter/select how often the service is authorized to be
performed.

16.In Intensity, the duration of the service in minutes.
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17.In Comments, enter any additional comments about the authorization.

€Note: You must specify either NPA Provider or Provider to complete the
authorization. Selecting the Provider radio button will clear any information selected in
the NPA Provider drop-down lists. To specify an NPA provider, click the NPA
Provider radio button, then select a Specialty and an NPA Reason. This exercise will
show you how to specify aprovider. The steps that follow will show you how to specify
aprovider for the authorization.

18.Click the +~ icon next to Account ID to search for a specific provider. The
Search Provider page displays.

<} Search Provider - Microsoft Internet Explorer provided by Covansys

File Edit “iew F_gvorites Tools  Help

4=Back - = - 5[] 7} | ‘@ Search [ Favoites ) Media 44 | S =
=Search Provider

= 9
“SPOEL000 Admin
Home Child Care Management Help Logoff

Search Criteria

To perform a search, enter the search criteria and then select the Search button.
Provider Account Id Provider Last Name
Provider First Name

EBilling Entity Name Zip
County | /')

Specialty d

Yer: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy
’

i€ |5 [ neme /
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19.Enter or select information in one or more of the following fields to perform
a provider search:

Provider ID (a complete provider ID number must be entered)

Provider Last Name (a minimum of 2 characters must be entered to
perform a search by last name)

Provider First Name

Billing Entity Name (a minimum of 2 characters must be entered to
perform a search by billing entity name)

Zip (at least 3 digits must be entered to perform a search by zip
code)

County (click the +~ icon to display the County Search page)

Specialty

20.Click Search to perform a search based on the specified filter criteria.
The Provider List page displays a list of providers that match the filter
criteria specified.

21.Click the link in the Select column to select a specific provider and return
to the New Authorization (Page 2) page. The page is refreshed and
displays the following information under Provider based on your selection:

Account ID
Payee Name
First Name
M

Last Name
Phone
Specialty

22.Click Save. The Authorizations page refreshes and displays the
authorization you entered.
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Create a Team Meeting Authorization
Use this exercise to create ateam meeting authorization.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

=8 Child Detail - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favortes Tools Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =
(%@ =Child Detail

=W child Name: Oren, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

el Health " Team Meetings

Child Detail I Enrollment I Family Members I Health Plans [ Social History I EI Status I
Child ID 100010074 Child Status Ackive
Previous ID MO State ID
Last Name #* |Oreo ML First Name #* Child
AKA Mame Gender #* IFemaIe -l
Date of Birth # 02/25/2005  Chronological Age 2 Monthis) | 22 Day(s) Adjusted Age & Week(s)
Parental Consent Obtained for Eval/Assessment  Yes Date 05/16/2005
Race #* S'hite (Mot Hispanic) ;I Language English
Ethnicity d Interpreter Needed? Mo

- Early Intervention Status

Referral Date  05/16/2005 Eligibility Determination Date  05/16/2005 45-Day Timer 4 Day(s)
IFSP Date Annual Review Due 6 Month Review Due
Phone

Service Coordinator
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-5388

~ Primary Contact

Mame Cren, Mother Relationship Mother
Phone §16-993-9399 Email

- Medicaid
Medicaid Eligible Undetermined MC+ Eligible Undetermined

“Service Coordination ) Transfer History m m m

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy ==

|&] Dore l_l_glﬁ Intermnet v
2. Click the IFSP tab. The IFSP Team Summary page displays.
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File Edit Miew ngorites

ozoft Internet Explorer provided by Covansys

Tools

Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =

("W =IFSP Team Summary

Ehild Name: Oreo, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

ru

Detail

D

Present Level I Family Assessment

I Outcomes I Authurizatiuns[ Other Services I Transition |

Meeting
Date

05/16/2005

Domain Strengths

Physical khdsfljdsf

1

1 records

" Domain Summary Report

|€| Daone

i_",_ E | Intem.et

3. Click the Authorizations tab. The Authorizations page displays.

File Edit Miew ngorites

Tools

Help

G Back - = - ) (2] i} | Qi Search  [FFavoites FiMedia ¢4 | S5 =

|| "Health | Domains | Eligibility | Team Meetings Wil Notes |

Yer: 1.99

Present Level I Family Assessmentl Outcomes I Authurizatiuns[ Other Services I Transition |

2 0 atio

h 4 Mesting Start Date Status | Service Type Type Provider Payee

Date
Iﬂ AL00010074-1 05/16/2005 05/16/2005 Expired Nutrition Services Ewalffssessment Dietitian, Provider [ EI
Agency
1 1 records
Add Authorization

Copyright © 2004 Missouri Department of Elementary and Secondary Education

|@ Done
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4. Click Add Authorization. The New Authorizations (Page 1) page
displays.

3 Mew Authorization - Microsoft Internet Explorer provided by Covansys

File Edit “iew Favortes Tools Help

i Back - = - ) (2] o} | Qi Gearch  [FiFavoites G Media ¢4 | S5 =

(" =New Authorization
=W child Name: Oreo, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

Authorization Type *l

Ll

Service Type # |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|€| l_l_glﬁ Intemet

5. Select Team Meeting as the Authorization Type.
6. In Service Type, select the service type for the authorization.
7. Click Next. The New Authorizations (Page 2) page displays.
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<23 New Authorization - Microsoft Internet Explorer provided by Covansps

File Edit “iew Favorter Tools  Help

Back ~ = - GF (2] A | QiSeach [FFavorites Meda o | By S = 5

%@ =New Authorization
g" Ehild Name: Dreo, Child - 100010074
SPOE1000 Admin
Home Child Care Management User Options Help Logoff

&

Service Type Team Mg - IFSP Active Date * To (‘)

Funding Source # I - I Compensatory Service Mo =
Method/Location # | =]

Natural En¥ironment H
Justification

Explain why IFSP Team

determined that it was not

appropriate ko provide this g
service in a nakural

environment

Frequency #* Per I 'I Intensity #*

Comments

N &

_ (" NPA Provider

specialty | = | MPA Reason =]

_ " Provider

Account ID ,J Payee Name
First Name MI Last Name

Phone Specialty

“Reset W back [ save |

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

|€] Done [ ré_!ﬂ Intermet v

8. In Active Date, enter or select the starting date for the authorization. You
can click the % icon to select a date from a calendar.

9. In To, enter or select the ending date for the authorization. You can click
the ¥ icon to select a date from a calendar.

10.In Funding Source, select the funding source for the authorization.

11.In Compensatory Service, indicate whether the authorization is currently
marketed as a compensatory service.

12.In Method/Location, select a description for the authorization.

13.In Frequency/Per, enter/select how often the service is authorized to be
performed.

14.In Intensity, the duration of the service in minutes.
15.In Comments, enter any additional comments about the authorization.
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£Note: You must specify either NPA Provider or Provider to complete the
authorization. Selecting the Provider radio button will clear any information selected in
the NPA Provider drop-down lists. To specify an NPA provider, click the NPA
Provider radio button, then select a Specialty and an NPA Reason. This exercise will
show you how to specify a provider. The steps that follow will show you how to specify
aprovider for the authorization.

16.Click the #~ icon next to Account ID to search for a specific provider. The
Search Provider page displays.

3 Search Provider - Microsoft Internet Explorer provided by Covansys

Fle Edit Wiew Favoites Tools Help

d=Hack - = - @ @ 7t | @Search (%] Favarites @Media @ | I%- &=
;_E Search Provider

=5PEIE 1000 Admin
Home Child Care Management Help Logoff

Search Criteria

Tao petfarm a search, enter the search criteria and then select the Search button,

Provider Account Id Provider Last Name
Provider First Name

Eilling Entity Name Zip
County /‘J

Specialty =1

Yer: 1.92 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy ==
¥

|@ l_ ’_ @_ |Q Internet

17.Enter or select information in one or more of the following fields to perform
a provider search:

e Provider ID (a complete provider ID number must be entered)

e Provider Last Name (a minimum of 2 characters must be entered to
perform a search by last name)

e Provider First Name

« Billing Entity Name (a minimum of 2 characters must be entered to
perform a search by billing entity name)

e Zip (at least 3 digits must be entered to perform a search by zip
code)

e County (click the +iconto display the County Search page)

e Specialty
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18.Click Search to perform a search based on the specified filter criteria.
The Provider List page displays a list of providers that match the filter
criteria specified.

19.Click the link in the Select column to select a specific provider and return
to the New Authorization (Page 2) page. The page is refreshed and
displays the following information under Provider based on your selection:

e Account ID

o Payee Name
e First Name

e Ml

o Last Name

e Phone

e Specialty

20.Click Save. The Authorizations page refreshes and displays the
authorization you entered.
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Perform Authorization Maintenance (Change Service Provider)
Use this exercise to perform maintenance tasks on an authorization.

£Note: Thisoption is available anytime the authorization is active or has a future start
date and has not been canceled.

Complete the following steps to finish this exercise:

1. On the Child List page, click the +~ icon in the Detail column for a specific
child record. The Child Detail page displays.

hild Detail - Microsoft Internet Explorer provided by Covansyps

File Edit ‘iew Favortes Tools  Help

GBack ~ = - G [2] 4| QiSearch [Favoites WiMeda 4| By S =
@ =Child Detail

E‘“—' Child Name: Chocolate, Carmel - 100010131
SPOE1000 Admin
Child Care Management | User Options Logoff

Child Jal 1 | Domains " |’ y | Team Meetings

Child Detail I Enrollment | Family Members | Health Plans I Social History | EI Status | I

Last Mame #* |Chocolate MI First Name # Carmel

AKA Name Gender # IFemaIe -I
Date of Birth #* 02/14/2004 Chronological Age 15 Monthis) | 21 Day(s) Adjusted Age

Child 1D 100010131 Child Status Active MO State ID

Previous ID [T Duplicate Child Duplicate OF

Parental Consent Obtained for Eval/Assessment  Ves Date 05/26/2005

Race # sivhite (Mok Hispanic) ;l Language English
Ethnicity ;l Interpreter Needed? Mo

~ Early Intervention Status

Referral Date 05/26/2005 Eligibility Determination Date  05/26/2005 45-Day Timer 1 Dayis)

IFSP Date 052712005 Annual Review Due 052712006 6 Month Review Due 112712005
Service Coordinator  Coordz, Service Phone 999-999-3335
Intake Coordinator Intake Coordinatorl, Spoe 1000 Phone 999-999-3335

~ Primary Contact

Mame Chaocalate, Cherry Relationship Mother
Phone 573-896-5055 Email

- Medicaid
Medicaid Eligible es MC + Eligible Io

Service Coordination | Transfer History | “Reset | Back [ Save |

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

2. Click the IFSP tab. The IFSP Team Summary page displays.
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File Edt “iew Favortes Tools Help

-ch-Bac:k ~ = - ) at | Qi Search (G Favoites 0 Media ¢4 | - ==
(@ =IFSP Team Summary

W Child Name: Chocolate, Carmel - 100010131

Team Summary - Present Level

Detail Meeting Domain Strengths Concerns
ate

;_) 05/27/2005 Physical jsfksiffkdsafdskfds jFksldfksflds
p 05/2712005 Communication jFifkdsifdsfdsfd Fislfdjsfdsjkf
p 05/2712005 Social/Emotional fdfdsfdsfdsfd sfdsfdsfdsfsda
1 3 records

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

3. Click the Authorizations tab. The Authorizations page displays.
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File Edit ‘iew Favortes Tools  Help

GBack ~ = - G [2] 4| QiSearch [Favoites WiMeda 4| By S =
(" =Authorizations

= Ehild Name: Chocolate, Carmel - 100010131
SPOE1000 Admin

Care Management | User ljptions Lugui’f
m Health | Domains | Eligibility Team Meetings il#8 Notes |
Present Level | Family Assessment | Outcomes I Authorizations [ Other Services | Transition |
Authorization List
¥ Meeting Start Service Type Type Provider Payee
Date
Iﬁ AL00010131-3 05/27 12005 05/26/2005 Active  Occupational Evalffssessment MPA
Therapy
I‘ﬂ A100010131-1 052712005 05/31/2005  Discontinued Physical Therapy  Evalfdssessment Phys, Therapist Asst,
Provider [ EI Agency
i‘i.] A100010131-2 05/2712005 05/27[2005 Active  Physical Therapy  Service Physical Therapist,
Provider [ EI Agency
pﬂ A100010131-4 05/2712005 05272005 Active  Mursing Services  Service Murse (Reqistered),
Provider [ EI Agency
&'] A100010131-5 05/2712005 O5/27 2005 Ackive  Assistive Assistive Assistive Technology,
Technology Technology Provider [ EI Agency
iﬂ AL00010131-6 05/27 12005 0527 (2005 Acktive  Trans. & Related Transportation  Transporkation,
Cost Provider [ EI Agency
i&] A100010131-5 05/2712005 05/27 /2005 Ackive  Service Service Coordz2, Service |
Coordination Service Coord 2
Iﬁ A100010131-9 05/27 12005 0527 (2005 Active  Assistive Assiskive Assistive Technology,
Technology Technology Provider [ EI Agency
&'] A100010131-10 052712005 05272005 Active  Mursing Services  Service Test, RM [ RN Test
Payes
1 9 records
" Add Authorization

Yer: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education Privacy Policy

4. Click the Al icon in the Detail column for a specific authorization. The
View Authorization Detail page displays.
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File Edit ‘iew Favoites Tools  Help

C:%-Back - = - B2 | @) Gearch (G Favortes G Media <% | - S =

(@ =View Authorization Detail

= Ehild Name: Chocolate, Carmel - 100010131
SPOE1000 Admin

Care Management | User Options Logoff
Authorization # A100010131-2 Authorization Status Ackive
Service Type Physical Therapy Dates 05272005 To 06§30/2005
Authorization Type Service Eff. Cancel Date

Compensatory Service

Comments

Authorization Maintenance List

Maintenance Type

¥er: 1.99 Copyright © 2004 Missouri Department of Elementary and Secondary Education

Primary Pravider 06/10/2005 - 063072005 Pheysical Therapist, Provider | ET Agency
Funding Source 05272005 - 06 30/2005 CFO
Primary Provider 05272005 - 06/0902005 Physical Therapist, Provider | ET Agency
1 3 records
2 ) d [ E
Method ocation Natural Emironment Justification
5013 Direct Child Service/Home 2 | Week 45
Authorization Maintenance

Privacy Policy

5. Click Authorization Maintenance. The Authorization Maintenance page

displays.
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tion - Microzoft Internet Explorer provided by Covansys

File Edit ‘iew Favortes Tools  Help

GaBack ~ = - 2 7] 4 | @) Gearch (G Favortes G Media <% | - S =

ﬁ Authorization Maintenance
=% Child Name: Chocolate, Carmel - 100010131
SPOE1000 Admin

“child Care Managen1ent User Options

Lugui’f

’— Modify Authorization

=l

Authorization #
Service Type
Authorization Type

Provider

Provider Dates

A100010131-2
Physical Therapy
Service

Compensatory Service No

Physical Therapist, Provider
05)27(2005 To 06f09{2005

Authorization Status Active

Authorized Dates
Eff. Cancel Date
Funding Source
Payee

05/27)2005 To 06/30/2005

CFO
EI Agency

Method/Location Natural Emvironment Justification | Frequency |

5013 Direct Child Service/Home

2 1 Wesk

45

1 records

¥iew Outcomes

¥er: 1.99

Copyright © 2004 Missouri Department of Elementary and Secondary Education

[ Reset i Back " Save |

Privacy Policy

6. Inthe Modify Authorizations drop down list, select the task to perform.
For this exercise, select the Chang